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DATE OF ISSUE: 31 AUGUST 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 35 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 28 SEPTEMBER 2007.
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ANNEXURE A
DEPARTMENT OF CORRECTIONAL SERVICES

The Department of Correctional Services is an Equal Opportunity Affirmative Action Employer. It is our intention to promote representivity in respect of race, gender and disability through the filling of these positions. In support of this strategy  applicants need to indicate race, gender and disability status on the application forms/CV’s.

APPLICATIONS
:
Applications must be sent to the relevant addresses as indicated:



National Head Office:  Post Advertisement Section, Department of Correctional Services, Private Bag x136, Pretoria, 0001 (Ms Malotane M J:  012 307 2540)



Free State/Northern Cape Region:  Head Recruitment, Private Bag X20530, 



Bloemfontein, 9300 (Ms Mholo J:  051 404 0268/051 4040270)


Eastern Cape Region:  Head Recruitment, Private Bag X9013, East London, 5200 (Ms Xhego N:  043 706 7834)



Gauteng Region:  Head Recruitment, Gauteng, Private Bag X393, Pretoria, 0001 (Ms J Botha:  012 420 0179)



Limpopo/Mpumalanga/North West Region, Private Bag X142, Pretoria, 0001:  (Mr Lucas W S:  012 323 4818)



Western Cape Region:  Head Recruitment, Private Bag X01, Edgemead, 7404:  (Ms Sanders M:  021 550 6059)



KwaZulu/Natal Region:  Head Recruitment, Private Bag X9126, Pietermaritzburg, 3200 (Ms Nel A J:  033 355 7372)     
CLOSING DATE
:
14 September 2007

NOTE
:
Application should be accompanied by a Z83 form/internal application form, certified copies of ID, qualifications and CV. No e-mail and/or faxed application forms will be accepted. If you have not been contacted within three (3) months after the closing date of this advertisement, please accept that your application was unsuccessful. Communication will be restricted to shortlisted candidates only.

OTHER POSTS

POST 35/01
:
DEPUTY DIRECTOR: EXTERNAL TRAINING


Directorate:  Policy AND External Training
SALARY
:
R313 656 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in HR Management or Administration or equivalent related field.   Experience in the field of Human Resource Development, or education. Valid driver’s license.  Minimum of three years managerial experience.  Knowledge of skills development and related policies, legislation, strategies and programmes.  Knowledge of DCS policies, legislation and strategies.  Understanding of basic accounting systems, policies and legislation.  Knowledge of HR policies and legislation.  Experience in Public Administration.  Ability to develop training or learning programmes.  Computer literate.  Facilitation, presentation, communication, marketing, report writing, analytical and negotiation skills.

DUTIES
:
Manage the provision of external training interventions.  Manage and coordinate the DCS bursary process.  Coordinate training interventions for SADC countries.  Manage the administrative functions of the sub-directorate.  Liaise with relevant stake holders.  Manage personnel within the sub-directorate.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Office

POST 35/02
:
DEPUTY DIRECTOR:  AREA COORDINATOR:  DEVELOPMENT AND CARE


Free State/Northern Cape Region 



Kwazulu/Natal Region

SALARY
:
R313 656 per annum

CENTRE
:
Free State/Northern Cape Region (Grootvlei)



KwaZulu/Natal Region (Kokstad)

REQUIREMENTS
:
Recognized three-year degree or diploma or equivalent qualification in Social Science/Health Education.  Registration with Professional Council.  Relevant experience.  The following competencies are required: Strategic capability, leadership, networking skills and ability to motivate and train others. Negotiation, analytical, communication and interpersonal skills.

DUTIES
:
Ensuring effective medical care of prisoners in the management area.  Ensuring of adherence to nutritional and hygienic standards in the management area.  Managing social work services in the management area.  Managing educational and training in the management area.  Managing spiritual care services to offenders in the management area.  Management of agriculture.  Management of production workshop.  Management of finances as well as personnel.  

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/03
:
DEPUTY DIRECTOR:  AREA COORDINATOR:  FINANCE


Eastern Cape Region



Western Cape Region

SALARY
:
R313 656 per annum

CENTRE
:
Eastern Cape Region (Middledrift)



Western Cape Region (Allandale)
REQUIREMENTS
:
Recognized degree or diploma in accounting or financial management with proven management experience of at least 3 years. Proven knowledge of the Public Finance Management Act, 1999 and Treasury Regulations, relating to financial management and accounting, Procurement administration.  Public finance administration on management level.  Excellent verbal and written communication skills, strong leadership qualities, initiative and drive.

DUTIES
:
The Department requires the services of a person with extensive knowledge of, exposure to and experience in the financial and procurement management environment to exercise control in this regard in the management areas. As the Area Coordinator: Finance, the candidate must assist the area commissioner in the execution of his duties in terms of the Public Finance Management Act, 1999 (PFMA). This includes performing the duties of Chief Financial Officer in the Management Area by ensuring optimal utilization of resources, support with regard to the management of regional budgets within the framework of relevant legal directives and regulations, performing budget control and ensuring enforcement of financial discipline, performing responsibilities for logistics and procurement management.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/04
:
DEPUTY DIRECTOR: MANAGER: HEALTH SERVICES



Gauteng Region



Western Cape Region
SALARY
:
R313 656 per annum

CENTRE
:
Gauteng Region (Modderbee)



Western Cape Region (Pollsmoor)

REQUIREMENTS
:
Registration with the South African Nursing Council as a registered nurse.  Diploma or comprehensive diploma.  Primary Health Care qualification will be a strong recommendation.  Relevant experience.  Good communication skills.  Resource management, analytical, observant and leadership skills.  Valid driver’s licence.

DUTIES
:
Manage the provision of comprehensive primary health care within a prison environment.  Co-ordinate with both internal and external role players in providing health care services.  Manage resources (human, finances, equipment and information).  Ensure and monitor compliance to relevant legislation, policies and procedures.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region



Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/05
:
DEPUTY DIRECTOR:  AREA COORDINATOR: CORRECTIONS


Gauteng Region


Eastern Cape Region


Western Cape Region
SALARY
:
R313 656 per annum

CENTRE
:
Gauteng Region (Leeuwkop)



Eastern Cape Region (Kirkwood)



Western Cape Region (Southern Cape)

REQUIREMENTS
:
Recognized three year degree/diploma.  Relevant experience of offender administration.  Valid drivers’ license.  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Processing of documentation to/from prisons and community corrections.  Management of classified information.  Controlling the use of and access to 14 series files.  Ensure that only vetted personnel are allowed access to security files.  Management of policy documentation of DCS; establish/maintain library of DCS policy documents and directives and update policy documents and directives according to amendments received.  Promotion of security awareness.  Investigation of incidents.  Management of the emergency support unit.  Logistical, personnel and financial administration.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region



Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region



Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/06
:
DEPUTY DIRECTOR: POLICY COORDINATION

:
Eastern Cape Region 
SALARY
:
R313 656 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma or relevant qualification. Sound management experience.  Valid drivers’ license.  Knowledge and understanding of policy and legislation.  Knowledge of Public Service Act and Regulations.  Project management skills.  Computer literacy (MS Word, PowerPoint, Excel, MS project).  Good communication skills.  Analytical and decision making skills.  Knowledge of public finance and supply chain management.  Networking/liaison with stakeholders.  Presentation skills.  Knowledge of policy implementation processes and methods.  Report writing.  Problem solving skills.  

DUTIES
:
Provide advice and support to management and operational staff with regard to strategic planning, operation planning and control.  Coordinate research.  Initiate and coordinate processes to develop a climate for the operationalization of changes.  Development, facilitation, coordination and maintenance of departments’ strategic planning processes.  Coordination and maintenance of departments’ operational planning process.  Monitoring and control of deliverables within agreed objectives.  Management of processes of compliance.  Facilitate and coordinate availability of policies within the region.  Provide support for the region in the development of policies.  Coordinate compliance with departmental policy procedures.  Provide support to the Regional Commissioner’s office.  Arrangement of meetings.  Preparation of agendas/presentations.  Record and follow up on management decisions.  

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/07
:
DEPUTY DIRECTOR:  CENTER COORDINATOR:  STAFF SUPPORT


Gauteng Region 
SALARY
:
R313 656 per annum

CENTRE
:
Gauteng Region (Johannesburg Medium A)

REQUIREMENTS
:
Recognized three year degree/diploma coupled with relevant experience.  Analytical ability.  Good communication skills, professionalism and ability to plan/organize.  

DUTIES
:
Personnel Management:  Supervision of work undertaken by the personnel clerk.  Act as labour relations officer for the Correctional Centre.  Supervise work undertaken by the registration clerk.  Act as information officer for the Correctional Centre.  Logistical administration:  Responsible for equipment used by the component.  Personnel administration:  Determining of duty register/leave arrangements.  Allocation of staff to specific duties.  Financial Administration:  budgeting of funds and being accountable for expenditure in terms of the component.  Merit assessment of staff.  Act as loss control officer for the Correctional Centre.  Supervision of utility staff.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region

POST 35/08
:
DEPUTY DIRECTOR:  REGIONAL COORDINATOR:  HIV/AIDS


Free State/Northern Cape Region

SALARY
:
R313 656 per annum

CENTRE
:
Free State/Northern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three years degree/diploma in Social Sciences, Health or equivalent qualification, with relevant experience in HIV and AIDS programme management.  Certificates in HIV and AIDS related issues will be an added advantage.  Valid driver’s license. Computer literate.  Experience in financial management and management related functions.  Good communication and writing skills.  Be willing to travel extensively.  Monitoring and evaluation.  Programme design, development and coordination.  Project management.  Liaison, networking and capacity building/training skills.

DUTIES
:
Monitor and evaluate the implementation of comprehensive HIV and AIDS programmes and services for offenders at the management area and correctional centre level.  Monitor and evaluate the implementation of relevant HIV and AIDS policies and procedures.  Provide statistical data and other relevant information as well as reports to management in the region.  Monitor the donor funded HIV and AIDS activities and programmes for offenders at management area and correctional centre level.  Liaise with internal and external stake holders at correctional centre, management and regional level.  Manage resources.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270): Free State/Northern Cape Region
POST 35/09
:
DEPUTY DIRECTOR:  HEAD COMMUNITY CORRECTIONS


Limpopo/Mpumalanga/North West Region (2 Posts)



Gauteng Region

SALARY
:
R313 656 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Witbank, Rustenburg)



Gauteng Region (Modderbee)

REQUIREMENTS
:
Recognized three year degree/diploma in correctional science and relevant experience in community corrections with traceable supervising and/or management experience.  Valid drivers’ license.

DUTIES
:
Management of monitoring services.  Marketing of DCS policies to the community.  Determining the conditions of house arrest and supervision of persons serving sentences in the community. Participate in case review team for community corrections.  Management of programs.  Identification of community service programs.  Logistical administration.   Responsible for the facilities and equipment of the section. Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Financial administration.  Budgeting for funds.

ENQUIRIES
:
Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Botha J (012 420 0179):  Gauteng Region

POST 35/10
:
DEPUTY DIRECTOR:  HEAD CORRECTIONAL CENTRE


Western Cape Region



Gauteng Region (2 Posts)

SALARY
:
R313 656 per annum

CENTRE
:
Western Cape Region (George)



Gauteng Region (Baviaanspoort Medium, Baviaanspoort [Emthonjeni])

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Good communication skills.  Valid drivers’ license is essential.

DUTIES
:
The management of operational support, corrections, staff support, human resource and budget programmes.  Work with the prediction of future criminal offending behaviour.  Implementation of policies.

ENQUIRIES
:
Ms Sanders M:  (021 550 6059):  Western Cape Region



Ms Botha J (012 420 0179):  Gauteng Region
POST 35/11
:
DEPUTY DIRECTOR:  REGIONAL COORDINATOR: INFORMATION TECHNOLOGY



Western Cape Region 

SALARY
:
R313 656 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Analytical ability.  Good communication skills and ability to plan/organize. 

DUTIES
:
Monitor performance of network connections.  Perform software and hardware rollout projects.  Provide first line help desk and desk top support.  Installation and upgrades of software and hardware products.  Configuration and setting up of computing and network equipment.  Provide technical advice and support to IT users.  Perform and restore backups on sites.  Enforce and monitor strict adherence to ICT Policies.
ENQUIRIES
:
Ms Sanders M:  (021 550 6059):  Western Cape Region

POST 35/12
:
ASSISTANT DIRECTOR:  HEAD CORRECTIONAL CENTRE


WESTERN CAPE REGION

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Worcester Female Centre)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Good communication skills.  Valid drivers’ license is essential.

DUTIES
:
The management of operational support, corrections, staff support, human resource and budget programmes.  Work with the prediction of future criminal offending behaviour.  Implementation of policies.

ENQUIRIES
:
Ms Sanders M:  (021 550 6059):  Western Cape Region

POST 35/13
:
ASSISTANT DIRECTOR: INSPECTION SERVICES



Western Cape Region

SALARY
:
R157 685 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma with relevant experience in a correctional service environment.  Knowledge of PFMA,  Treasury Regulations,  White Paper on Corrections, Public Service Regulations, HRM policies and procedures, financial and logistical procedure manuals and transport procurement and asset management manuals.

DUTIES
:
Planning and compilation of the annual inspection programmes.  Evaluation and identification of the risk areas that must form part of the inspection programme. Determination of compliance with relevant legislation, policies and procedures through the conducting of inspections.  Establishment of the causes for non-compliance and making recommendations for the rectification of deviations from policy.  Determine the extent to which internal control measures are effective in the prevention of deviations from policies and procedures.  Submission of reports on inspection findings to enable management to make informed decisions.   Assist institutions which are being inspected with the correct interpretation of policy.  Determine  whether the theoretical policy framework is reconcilable with the practical operations.  Assist in the development and maintenance of inspection tools.  Assist with the proper management of finances and other resources allocated to the inspectorate section.

ENQUIRIES
:
Ms Sanders M:  (021 550 6059):  Western Cape Region
POST 35/14
:
ASSISTANT DIRECTOR:  PROCUREMENT



Western Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Knowledge of supply chain management legislation and related prescripts.  Knowledge of government procurement processes.  Good managerial skills.  Experience in the procurement field.  Good communication skills.  Computer literate.

DUTIES
:
Manage the administration of the procurement process with regard to capital equipment in a fair, equitable, transparent, competitive and cost-effective manner.  Manage that specifications and bid documents are in order prior to the invitation of bids.   Manage the advertisement of bids.  Manage the evaluation of bids and the submission of recommendation to the relevant bid adjudication committee.  Attend recommendation meetings at national treasury.  Attend SABS-meetings.  Liaise with external and internal clients.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/15
:
ASSISTANT DIRECTOR: RESEARCH AND DESIGN



Directorate: Risk Profile Management
SALARY
:
R157 686 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Three year degree/diploma in social sciences and honours degree in psychology with statistics as one of the subjects.  Registration with HPCSA as a research psychologist will be an added advantage. Experience in the quantitative research with proof of studies conducted.  Knowledge and understanding of statistical analysis of data.  Knowledge and extensive experience on the use of SPSS.  Experience in writing research reports.  Computer literate (MS Word, Excel and PowerPoint).  Excellent written and verbal communication shills..  Financial and personnel management experience.  Ability to work independently and under pressure.  

DUTIES
:
Conduct research on tools utilized for the assessment of offending behaviour.  Conduct research on risk factors for absconding, escape and re-offending.  Conduct research on best practice in the area of security risks assessment instruments.  Research on offences committed during incarceration.  Participate in the piloting of assessments and classification tools utilized in correctional environment.  Manage personnel, including interns.  
ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/16
:
ASSISTANT DIRECTOR:  CENTER COORDINATOR:  STAFF SUPPORT


Gauteng Region 



Limpopo/Mpumalanga/North West Region
SALARY
:
R157 686 per annum

CENTRE
:
Gauteng Region (Johannesburg Medium A)



Limpopo/Mpumalanga/North West Region (Rustenburg)

REQUIREMENTS
:
Recognized three year degree/diploma coupled with relevant experience.  Analytical ability.  Good communication skills, professionalism and ability to plan/organize.  

DUTIES
:
Personnel Management:  Supervision of work undertaken by the personnel clerk.  Act as labour relations officer for the Correctional Centre.  Supervise work undertaken by the registration clerk.  Act as information officer for the Correctional Centre.  Logistical administration:  Responsible for equipment used by the component.  Personnel administration:  Determining of duty register/leave arrangements.  Allocation of staff to specific duties.  Financial Administration:  budgeting of funds and being accountable for expenditure in terms of the component.  Merit assessment of staff.  Act as loss control officer for the Correctional Centre.  Supervision of utility staff.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 35/17
:
ASSISTANT DIRECTOR:  MONITORING AND EVALUATION



Directorate: Correctional Programmes 

SALARY
:
R157 686 per annum
CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in social science/criminology/sociology and relevant experience. Valid drivers’ license.  Computer literate, good communication , planning, organizing and report writing skills. Ability to work under pressure.

DUTIES
:
Design and develop monitoring and evaluation instruments.  Benchmark nationally and internationally for the development of monitoring and evaluation systems.  Monitor and evaluate policy and programme implementation.  Evaluate impact of programmes.  Network with external service providers/organizations/stakeholders to optimize service delivery.  Project, personnel and financial management

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 35/18
:
ASSISTANT DIRECTOR:  ADMINISTRATIVE SECRETARY:  DEPUTY REGIONAL COMMISSIONER


Gauteng Region



Western Cape Region
SALARY
:
R157 686 per annum 

CENTRE
:
Gauteng Region (Regional Office)



Western Cape Region (Regional Office)

REQUIREMENTS
:
Three year degree/diploma with administrative support experience.  Valid drivers’ license.  Environmental exposure.  Presentation skills.  Computer literate.  Administrative support skills.  Negotiation skills.  

DUTIES
:
Ensure smooth administration of documentation in relation to both document flow system in the Office of the Deputy Regional Commissioner and records management/filing system.  Ensure documentation quality control in relation to documentation drafting and content, appropriate route lists, development of administrative procedures for the Deputy Regional Commissioner’s office, and compliance by members of the Regional office with return dates required on tasks allocated.  Ensure the drafting of routine letters/memos, development of standard format letters for receipt of correspondence and documentation, proactively acknowledging correspondence and indicating referral to relevant person/process, typing of letters/memos on instruction of DRC or office staff.  Processing of content of incoming and outgoing documentation, through studying of incoming documentation and advising the DRC, coordinating relevant documentation and ensuring processing as single entity where relevant, indication of return dates and urgency/priority of content of document.  Ensure appropriate filing of documents, through return of documents to component of origin for filing, filing of documents required for current use in office, opening of new files in accordance with filing system, keeping computerised register of filing system, and accessing documentation required by members of the office.  Responsible for the financial and logistical management of the office including monthly budgeting and costing processes, allocation of funds and amendment of estimates and acquisition of office equipment.  Provide financial management support to the DRC in relation to budgeting and expenditure.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region



Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/19
:
ASSISTANT DIRECTOR: ADMINISTRATIVE SECRETARY:  REGIONAL COMMIS-SIONER



Western Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Three year degree/diploma in Correctional Services Management/Public Administration/Criminology with administrative support experience.  Valid drivers’ license.  Environmental exposure.  Presentation skills.  Computer literate.  Administrative support skills.  Negotiation skills.  

DUTIES
:
Ensure smooth administration of documentation in relation to both document flow system in the Office of the Regional Commissioner and records management/filing system.  Ensure documentation quality control in relation to documentation drafting and content, appropriate route lists, development of administrative procedures for the Regional Commissioner’s office and compliance by members of the Regional office  with return dates required on tasks allocated.  Ensure the drafting of routine letters/memos, development of standard format letters for receipt of correspondence and documentation, proactively acknowledging correspondence and indicating referral to relevant person/process, typing of letters/memos on instruction of RC or office staff.  Processing of content of incoming and outgoing documentation, through studying of incoming documentation and advising the RC, coordinating relevant documentation and ensuring processing as single entity where relevant, indication of return dates and urgency/priority of content of document.  Ensure appropriate filing of documents, through return of documents to component of origin for filing, filing of documents required for current use in office, opening of new files in accordance with filing system, keeping computerised register of filing system and accessing documentation required by members of the office.  Responsible for the financial and logistical management of the office including monthly budgeting and costing processes, allocation of funds and amendment of estimates and acquisition of office equipment.  Provide financial management support to the RC in relation to the budgeting and expenditure.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/20
:
ASSISTANT DIRECTOR:  SPECIAL PROGRAMMES


Western Cape Region



Eastern Cape Region
SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Malmesbury)



Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Analytical ability.  Good communication skills and ability to plan/organize. 

DUTIES
:
Management of sport and recreational activities for personnel.  Management of mess.  Management of staff shop where applicable. Submission of recommendations on the countering of maladministration.  Management of employee assistance programmes. Maintain effective and confidentiality record keeping.  Management of clubs.  The distribution of funds allocated from the General Support fund by the Board of Trustees for approved recreation projects.  Management of finances and personnel.  Rendering of advice to HR Administration personnel on HR Policy.  The identification of training requirements for HR Administration personnel in the management area/regional office.  Performing of merit assessments of HR Administration personnel.  Rendering of assistance to recruitment personnel.  Planning and organizing of activities, giving guidance to subordinates and controlling activities and motivating people.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region


Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/21
:
ASSISTANT DIRECTOR:  MANAGER:  COMMUNICATION


Western Cape Region
SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Pollsmoor)

REQUIREMENTS
:
Recognized three year degree/diploma in communications science and relevant experience. Knowledge and perspectives of incidents in prison.  Valid drivers’ license. Dynamism, professionalism, ability to plan and organize.  Good communication skills.  Computer literate.

DUTIES
:
Assist in the development and the implementation of the national communication plan (Public Relations, Media Production and Media Services).  Support for each of the units informed by the national plan and development and implementation of a specific management area communication plan.  Manage and facilitate incident reporting in the management areas.  Financial management of the communication section taking into consideration allocated funds (economizing and commercializing).  Logistical management with regard to communication activities.  Monitoring of external media.  Implementation of the communication strategy.  Adherence to the strategic communication objectives of the DCS in the management area.  Managing of expenditure within the allocated budget.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/22
:
ASSISTANT DIRECTOR: MANAGER: EQUITY



Western Cape Region 



Eastern Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Regional Office)



Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma.  Management experience of social work, sport, psychology and correctional services management.  Valid drivers’ license.  Computer literate.  Good communication, interpersonal, planning and organising skills.  

DUTIES
:
Mainstreaming of gender sensitivity in the region.  Ensuring that gender issues are mainstreamed in the region.  Managing projects and programmes pertaining to equity.  Development of a gender sensitive organizational culture.  Management of equity affairs in the management areas.  Provision of gender sensitivity in the region.  Ensuring the gainful employment of disabled persons in the region.  Monitoring the implementation of equity, including gender policies.  Monitoring of the transformation process within the region.  Co-chair the provincial transformation unit.  Updating of data base with regard to equity.  Updating of equity plan for the management areas.  Personnel administration.  Maintenance of performance plans of subordinates.  Assessment of subordinates.  Financial and logistical administration.
ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region



Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/23
:
ASSISTANT DIRECTOR: CASE MANAGEMENT COMMITTEE


Eastern Cape Region 



Gauteng Region (2 Posts)

SALARY
:
R157 686 per annum

CENTRE
:
Eastern Cape Region (St Albans)



Gauteng Region (Modderbee (Nigel), Modderbee)

REQUIREMENTS
:
Recognized three year degree/diploma with relevant experience.  Valid drivers’ license and ability to plan/organize.  Good communication skills.

DUTIES
:
Ensure that new admissions are placed before the committee for assessment.  Ensure that inmates are subjected to security classification, allocation of inmates to specific work areas and accommodation.  Ensure that each inmate is integrated into development programs.  Ensure that new admissions are placed before the committee.  Ensure that inmates serving sentences of more than two years are placed before the committee every six months.  Re-assignment of inmates to different work areas and accommodation depending on the outcome of further charges and changes in their profile.  Hearing of disciplinary cases.  Ensuring that inmates’ files are updated in accordance with the results of such hearings.  Amendments to the privileges of inmates after outcome of such hearings.  Logistical, financial and personnel administration and management.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Botha J (012 420 0192):  Gauteng Region

POST 35/24
:
ASSISTANT DIRECTOR:  CENTRE COORDINATOR:  CORRECTIONS



Eastern Cape Region



Free State/Northern Cape Region 



Limpopo/Mpumalanga/North West Region

SALARY
:
R157 686 per annum

CENTRE
:
Eastern Cape Region (Mthatha)



Free State/Northern Cape Region (Kimberley)



Limpopo/Mpumalanga/North West Region (Witbank)

REQUIREMENTS
:
Recognized three year degree/diploma and experience of offender administration.  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Management of case management administration.  Management of unit management in the correctional centre.  Management of centre administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the correctional centre.  Effective utilization of available inmate accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Mholo J (051 404 0268/270): Free State/Northern Cape Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region 

POST 35/25
:
ASSISTANT DIRECTOR: EMPLOYEE OCCUPATIONAL HEALTH AND SAFETY


Free State/Northern Cape Region 

SALARY
:
R157 686 per annum 

CENTRE
:
Free State/Northern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma.  Sound experience as an occupational health and safety officer.  Computer literate.  Valid driver’s license.

DUTIES
:
Identifying training needs in OHS.  Ensure availability of legislation.  Implementation of SHE programmes.  Manage an administration system, data baselines and record keeping.  Internal and external project planning in respect of OHS Act.  Coordinate environmental management.  Coordinate application for exemptions of non-compliance.  Facilitate the reporting of incidents/accidents to the Department of Labour.  Monitor activities of mandatory contractors or service providers.  Monitor the functioning of OHS committee throughout the region.  Conducting of risk assessment hazards.

ENQUIRIES
:
Ms Mholo J (051 404 0268/270): Free State/Northern Cape Region
POST 35/26
:
ASSISTANT DIRECTOR: CONTROLLER: REPRESENTATIONS


Free State/Northern Cape Region 

SALARY
:
R157 686 per annum

CENTRE
:
Free State/Northern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma with penology and criminology as majors or diploma/certificate in security.  Supervisory experience in custodial duties and minimum of twelve months in security matters.  Valid driver’s license.  Attendance of all security courses for emergency support units.  Managerial training.  The incumbent must be dynamic and professional.  Planning and organizing abilities and good communication skills.

DUTIES
:
Quality assessment of prisoners.  Administration in the region.  Drawing of strategies to improve identified errors in administration.  Evaluation of service levels for administration.  Ensuring uniformity in dealing with inmate matters regarding security classification, detention of juveniles and deportation of foreigners.  Ensuring of uniform standards in dealing with hunger strikes and human rights of inmates in the region.  Ensuring of uniform standards for the functioning of case management committees.  Administering representations.  Management of investigations in representations.  Referrals of representations received from the public.  Planning of activities.  Management of finances and resources.

ENQUIRIES
:
Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region
POST 35/27
:
ASSISTANT DIRECTOR:  CENTRE COORDINATOR: OPERATIONAL SUPPORT


Gauteng Region 

SALARY
:
R157 686 per annum

CENTRE
:
Gauteng Region (Krugersdorp)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Firearm skills and use of two-way radios.  Interpersonal skills in dealing with requests by offering assistance with troublesome offenders and counselling agitated/suicidal inmates.  Fire fighting and first aid skills.  Good knowledge of medical, social work, education, psychological and religious activities in prison process.  Good interpersonal and negotiation skills.  Strategic planning ability.

DUTIES
:
Execution of control regarding the functions which include safe custody, physical care, treatment and community re-integration of offenders.  Execution of control regarding the establishment and rendering of security.  Advice the head correctional centre regarding policy directives.  Management of safe custody (internal and external security).  Management of development and care, asset maintenance and health care services.  

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region

POST 35/28
:
ASSISTANT DIRECTOR:  MANAGER:  SUPPLY CHAIN MANAGEMENT



Kwazulu/Natal Region 


Western Cape Region
SALARY
:
R157 686 per annum

CENTRE
:
Kwazulu/Natal Region (Kokstad)



Western Cape Region (Brandvlei)

REQUIREMENTS
:
Recognized three year degree/diploma and experience in government financial systems.  Computer literate.  Valid drivers’ license.  Knowledge of the Public Finance Management Act, Treasury Regulations and BAS.

DUTIES
:
Managing sub-ordinates.  Implementation of supply chain management in the management area.  Assist with management of the PAS/Logistic system.  Administration of tenders.  Undertaking of procurement inspections.
ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region 



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/29
:
ASSISTANT DIRECTOR:  MANAGER:  AGRICULTURE


Eastern Cape Region 

SALARY
:
R157 686 per annum

CENTRE
:
Eastern Cape Region (Middledrift)

REQUIREMENTS
:
Recognized three year degree/diploma in agriculture and relevant management experience.  Presentation, computer literate, interpersonal, problem solving and good communication skills.

DUTIES
:
Quality assessment of agricultural services.  Development/maintenance of agriculture services standards in the management area.  Management of plant production, agricultural labour, environment, agricultural equipment, occupational safety, finances and personnel.  Manage the budget allocation.  Training of personnel.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/30
:
ASSISTANT DIRECTOR:  FACILITIES AND SECURITY


Western Cape Region
SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Allandale)

REQUIREMENTS
:
Recognized three year degree/diploma and experience of offender administration.  Valid drivers’ license.  Analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Implementation of the policy to relevant role-players.  Supervision of access control to prison grounds.  Supervision of the manning of watch towers.  Supervision of escort of inmates to courts, doctors, hospital etc.  Quality assessment of security services.  Ensuring of standards of physical security in the management area.  Ensure security in the storage of information/documents and warrants.  Management of security in the management area.  Management of emergency support team.  Management of infrastructure for security service.  Communication with interest groups.  Ensuring of service level standards for accommodation of inmates.  Ensuring the separation of high risk offenders.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/31
:
ASSISTANT DIRECTOR:  MANAGER:  CORRECTIONS


Kwazulu/Natal Region



Western Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
KwaZulu/Natal Region (Glencoe)



Western Cape Region (Brandvlei)

REQUIREMENTS
:
Recognized three year degree/diploma and experience of offender administration.  Valid driver’s license.  Analytical ability, good communication skills and ability to plan and organize. 

DUTIES
:
Management of case management administration.  Management of unit management in the area.  Management of case management administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the area.  Effective utilization of available inmate accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region



Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/32
:
ASSISTANT DIRECTOR: MANAGER:  LOGISTICS


Kwazulu/Natal Region



Free State/Northern Cape Region 

SALARY
:
R157 686 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)



Free State/Northern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Computer literate.  Valid driver’s license. Experience in supply chain management related training will be an added advantage. Knowledge of PFMA and Treasury Regulations.  Knowledge of supply chain management framework and White Paper on Corrections.  Good knowledge of public service regulations, HRD policies/procedures and skills development Act, Act 97 of 1998.

DUTIES
:
Compiling and coordinating of logistics training plan.  Ensure infrastructure for operational training is available and maintained. Formulation, development/maintenance of training material, Management of all training activities, Management of human resources.  Coordinate and provide training information and advice to management.  Estimation and management of the training budget for logistics.  Training in cooperation with Regional office and the directorate:  HR Development.  Coordinate the activities of national and regional trainers.  Responsible for the submission of statistics on operation training to management, monitoring and reporting.  Evaluation of logistical training.

ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region


Ms Mholo J (051 404 0268/270): Free State/Northern Cape Region

POST 35/33
:
ASSISTANT DIRECTOR: MANAGER: PRODUCTION WORKSHOP AND AGRICULTURE



Eastern Cape Region



Gauteng Region



Limpopo/Mpumalanga/North West Region

SALARY
:
R157 686 per annum 

CENTRE
:
Eastern Cape Region (Kirkwood)



Gauteng Region (Leeuwkop)



Limpopo/Mpumalanga/North West Region (Witbank)

REQUIREMENTS
:
Recognized three year degree/diploma.  Degree/diploma in agricultural sciences/economic sciences will be an advantage.  Sound experience of agricultural and production workshop management.  Valid drivers’ licence.  The incumbent must be dynamic and professional.  Must also be able to plan and organise events properly.  Good communication skills, computer literate and a thorough knowledge of project management.  
DUTIES
:
The coordination of policy.  The quality assessment of agricultural and production workshop services.  The development/maintenance of agricultural and production workshop service standards in the region.  The management of agricultural and production workshop labour.  The management of the environment.  The management of agricultural and production workshop equipment.  The management of occupational safety (OHS Act).  The management of personnel and finances.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Botha J (012 420 0179):  Gauteng Region



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 35/34
:
ASSISTANT DIRECTOR:  DH:  SECURITY


Gauteng Region 
SALARY
:
R157 686 per annum

CENTRE
:
Gauteng Region (Baviaanspoort [Emthonjeni])

REQUIREMENTS
:
Recognized three year degree/diploma and experience of offender administration.  Valid drivers’ license,  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.
DUTIES
:
Managing of security matters.  Responsible for the maintenance of existing security matters and the upgrading thereof, Managing of finance, Implementation of departmental policies.  Advice management regarding security matters.  Keep personnel up to date regarding security matters.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region
POST 35/35
:
ASSISTANT DIRECTOR:  DH: CARE SERVICES


Gauteng Region

SALARY
:
R157 686 per annum

CENTRE
:
Gauteng Region (Modderbee [Nigel])

REQUIREMENTS
:
Recognized three year degree/diploma in social work or psychological services.  Professional registration with the council for social workers or other body.  Previous experience in social work/psychology.  The ability to plan and organize, good communication skills, computer literate and thorough knowledge of programme management.

DUTIES
:
Enhance the coordination of policies and quality assessment of services.  Ensuring of service level standards for social work services.  Planning of activities.  Management of infrastructure for social work services/psychological services/spiritual care and programme interventions.  Management of finances and personnel.
ENQUIRIES
:
Ms Botha J (012 307 2540):  Gauteng Region

POST 35/36
:
ASSISTANT DIRECTOR: HUMAN RESOURCE ADMINISTRATION



Kwazulu/Natal Region
SALARY
:
R157 686 per annum

CENTRE
:
Kwazulu/Natal Region (Kokstad)

REQUIREMENTS
:
Recognized three year degree/diploma in human resource management or equivalent qualification with relevant experience. Dynamism, professionalism, ability to plan/organize and  good communication skills.

DUTIES
:
Enhancing the coordination of the policy.  Administration of human resources. Technical preparation of documents.  Arrangement of meetings.  Undertaking of personnel administration.  Administration of finances. Administration of primary measurements.
ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region
POST 35/37
:
MANAGER: SOCIAL WORK SERVICES


Eastern Cape Region 



Limpopo/Mpumalanga/North West Region



Western Cape Region

SALARY
:
R157 686 – R183 066

SALARY
:
R157 686 per annum 

CENTRE
:
Eastern Cape Region (St Albans)



Limpopo/Mpumalanga/North West Region (Thohoyandou)



Western Cape Region (Brandvlei Med)

REQUIREMENTS
:
BA degree in social work.  Registration with the South African Council for Social Services.  Valid drivers’ license.  Conversant with acts, policies and legislation pertaining to social work practices.  Ability to interpret policies/legislative matters and operate within the management area.  Good communication, negotiation, conflict management and strategic management skills.  Ability to co-ordinate and collaborate with internal and external stakeholders.

DUTIES
:
To provide needs based social work services to offenders through individual attention, group work, community work, research and social work administration.  Conducting individual assessments.  Marketing social work services.  Monitoring and evaluation of social work interventions.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/38
:
ASSISTANT DIRECTOR:  MANAGER:  LABOUR RELATIONS


:
Free State/Northern Cape Region (2 Posts)
SALARY
:
R157 686 per annum

CENTRE
:
Free State/Northern Cape Region (Kroonstad, Upington)

REQUIREMENTS
:
Recognized three year degree/diploma in labour relations, with relevant experience.  Valid driver’s license.  Computer literate.

DUTIES
:
Management of labour unrest.  Management of collective bargaining.  Management of the grievance procedure/disciplinary system.  The undertaking of labour relations research.  Planning of activities.  The management of personnel and finance.

ENQUIRIES
:
Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region
POST 35/39
:
ASSISTANT DIRECTOR: DH: CASE MANAGEMENT ADMINISTRATION



Gauteng Region



Eastern Cape Region

SALARY
:
R157 686 per annum 

CENTRE
:
Gauteng Region (Leeuwkop Medium C)



Eastern Cape Region (East London Medium B)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience. Ability to plan/organize.  Good communication skills.

DUTIES
:
Admission and release of inmates.  Control of inmate’s movement.  Administration of inmate’s cash.  Maintenance of inmate’s records.  Administration of fine/bail payments.  Administration of prison labour.  Maintenance of safe custody by personnel.
ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region



Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/40
:
ASSISTANT DIRECTOR:  MANAGER:  FINANCIAL AND MANAGEMENT ACCOUN-TING


Free State/Northern Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
Free State/Northern Cape Region (Grootvlei)

REQUIREMENTS
:
Recognized degree/diploma in accounting or financial management.  Traceable management experience in government financial systems.  Knowledge of the BAS system.  Valid drivers’ license.  Good communication skills in English and one of the official languages.  Computer literate.  Dynamic and professional.  Able to plan and organize events properly.  Knowledge of the public finance management act and treasury regulations.  Project management.  Presentation skills.

DUTIES
:
Implementation of financial accounting policy in the management area in accordance with current procedures.  Planning and execution of financial accounting inspection.  Undertaking of financial investigations.  Keep financial accounting system on standard.  Procedure recommendations to head office.  Compile training programmes.  Ensure effective control over the collection and allocation of all revenue.  Control over month end reports. Ensure financial data integrity on BAS.  HR management.  Management of infrastructures for financial accounting. Execute the responsibilities of officials as stipulated in Section 45 of the Public Finance Management Act.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270): Free State/Northern Cape Region

POST 35/41
:
ASSISTANT DIRECTOR:  MANAGER:  EDUCATION AND TRAINING


Western Cape Region

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Allandale)

REQUIREMENTS
:
Recognized three year degree/diploma in Education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Implement educational programmes for offenders.  Implementation of education policies at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/42
:
ASSISTANT DIRECTOR:  MANAGER:  FINANCIAL ACCOUNTING


Western Cape Region 

SALARY
:
R157 686 per annum

CENTRE
:
Western Cape Region (Breede Rivier)

REQUIREMENTS
:
Recognized degree/diploma in accounting and financial management.  Traceable management experience in government financial systems.  Knowledge of the Bas system.  Valid drivers’ license.  Good communication skills in English and one of the official languages.  Computer literate.  Dynamic and professional.  Able to plan and organize events properly.  Knowledge of the public finance management act and treasury regulations.  Project management.  Presentation skills.

DUTIES
:
Implementation of financial accounting policies in the management area in accordance with current procedures.  Planning and execution of financial accounting inspections.  Undertaking of financial investigations.  Keep financial accounting system on standard.  Procedure recommendations to head office.  Compile training programmes.  Ensure effective control over the collection and allocation of all revenue.  Control over month end reports. Ensure financial data integrity on BAS.  HR management.  Management of infrastructure for financial accounting. Execute the responsibilities of officials as stipulated in Section 45 of the Public Finance Management Act.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/43
:
ASSISTANT DIRECTOR:  MANAGER:  FINANCIAL PLANNING


Kwazulu/Natal Region

SALARY
:
R157 686 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)

REQUIREMENTS
:
Recognized degree/diploma in accounting or financial management.  Traceable management experience in government financial systems.  Knowledge of the BAS system.  Valid drivers’ license.  Good communication skills in English and one of the official languages.  Computer literate.  Dynamic and professional.  Able to plan and organize events properly.  Knowledge of the public finance management act and treasury regulations.  Project management.  Presentation skills.

DUTIES
:
Responsible for activities associated with the following: implementation of financial policies in the region.  Undertaking/management of financial inspections and financial investigations.  Management of the budget.  Management of personnel.  Management of infrastructures for financial administration.

ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/44
:
ASSISTANT DIRECTOR:  MONITORING AND INTERVENTION


Directorate:  Correctional Programmes

SALARY
:
R157 686 – R183 066
SALARY
:
R157 686 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in social science/criminology/correctional service management.  Knowledge and experience of monitoring and evaluation.  Knowledge and experience of project management.  Computer literate.  Communication, report writing, financial management and personnel management skills.  Valid drivers’ license.

DUTIES
:
Design and develop monitoring and evaluation tools.  Monitor and evaluate the implementation of policy on correctional programmes, correctional sentence plan (CSP), correctional sentence plan revision framework (CSPRF), correctional programmes targeting offending behaviour and pre-release programme.  Conduct audit of needs-based and quality assured programmes and service providers.  Evaluate the impact of interventions.  Personnel, project and financial management.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/45
:
CHIEF SOCIAL WORKER


Eastern Cape Region
SALARY
:
R157 686 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
BA degree in social work.  Registration with the South African Council for social services.  Valid drivers’ license.  Conversant with acts, policies and legislation pertaining to social work practice.  Ability to interpret policy/legislative matters and operate within the management area.  Good communication, negotiation, conflict management and strategic management skills.  Ability to co-ordinate and collaborate with internal and external stakeholders

DUTIES
:
To provide needs based social work services to offenders through individual attention, group work, community work, research and social work administration.  Conducting individual assessments.  Marketing social work services.  Monitoring and evaluation of social work interventions.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/46
:
ASSISTANT DIRECTOR:  CASE MANAGEMENT ADMINISTRATION


Directorate:  Correction Administration

SALARY
:
R157 686 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in social science/correctional service management.  Computer literate.  Analytical and report writing skills.  Valid drivers’ license.

DUTIES
:
Participate in policy development and procedures as well as monitoring and evaluation in respect of:  case management committees, unit management and participative management.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/47
:
ASSISTANT DIRECTOR:  DH:  HEALTH SERVICES


Gauteng Region (3 Posts)

SALARY
:
R157 686 – R183 066

SALARY
:
R157 686 per annum

CENTRE
:
Gauteng Region (Johannesburg Medium A, Leeuwkop Medium B, Modderbee)

REQUIREMENTS
:
Registration with the South African Nursing Council as a registered nurse.  Diploma or comprehensive diploma.  Primary health care qualification will be a strong recommendation.  Relevant experience.  Good communication skills.  Resource management, analytical, observant and leadership skills.

DUTIES
:
Manage the provision of comprehensive primary health care within a prison environment.  Coordinate with both internal and external role players in providing health care services.  Manage resources (human, finances, equipment and information).  Ensure and monitor compliance to relevant legislation, policies and procedures.

ENQUIRIES
:
Ms Botha J:  (012 420 0179):  Gauteng Region

POST 35/48
:
SENIOR CORRECTIONAL OFFICER:  MANAGER:  LEGAL SERVICES


Limpopo/Mpumalanga/North West Region 



Gauteng Region

SALARY
:
R132 054 per annum
CENTRE
:
Limpopo/Mpumalanga/North West Region (Rustenburg)



Gauteng Region (Leeuwkop)

REQUIREMENTS
:
Recognized 4-year legal degree/equivalent legal qualifications.  Valid drivers’ license.  Knowledge of legal research, legal drafting or other appropriate experience.  Creative legal thinking and problem-solving.  Computer literate.  Ability to work independently.  Knowledge of the correctional services environment.

DUTIES
:
Provide advice on legal matters within the management areas.  Do research on applicable legislation/case law.  Formulate legal opinions for submission.  Draft formal legal opinions in specific format for state attorney/state law advisor.  Act as an internal appeal channel.  Manage litigation to be dealt with, e.g.  Arbitrations, motions, civil claims and labour relations issues.  Furnish legal advice to top management.  Receive request from functionaries for legal assistance and provision thereof.  Provide legal training.  Handle legal administration.  Represent DCS on various forums.

ENQUIRIES
:
Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region


Ms Botha J (012 307 2540):  Gauteng Region

POST 35/49
:
SENIOR STATE ACCOUNTANT:  FINANCIAL SUPPORT


Chief Directorate: Corrections

SALARY
:
R132 054 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized degree/diploma in accounting or financial management with relevant management experience in government financial systems.  Good communication skills.  Valid drivers’ license.  Computer literate.  Dynamic and professional.  Ability to plan and organize events properly.  Knowledge of the Public Finance Management Act, Treasury Regulations and BAS.  Project management.  Presentation skills.  Proven experience in a BAS environment.

DUTIES
:
To ensure effective, efficient, transparent and economical utilization of resources by means of budgetary control and implementing departmental procurement processes.  Ensure the correctness of financial administration and accounting processes for the branch of the CDC Corrections.  Financial management support.  Budget and expenditure management.  Reporting on financial management matters.  Supervise financial procedures in the office.  Processing of the Deputy Commissioners claims and advances.  Oversee all procurement, processing and managing of documentation.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/50
:
SENIOR CORRECTIONAL OFFICER: PERFORMANCE BONUSES


Directorate: HR Support 
SALARY
:
R132 054 per annum

CENTRE
:
National Head Office: (Head Office)

REQUIREMENTS
:
Recognized three year degree/diploma or Correctional Services Administration Part III and/or relevant experience.  Knowledge of legislation and prescripts governing human resource in the public sector.  Knowledge of Personnel Performance Management System applied in the DCS.  Ability to communicate effectively (verbal and in writing).  Networking skills.  Computer literate.  Ability to monitor and control application of policy measures and expenditure within budget allocation.

DUTIES
:
Development and maintenance of Departmental policy regarding the awarding of annual performance bonuses.  Compilation of budget estimations.  Provision of advice and clarity, interpretation and application of Departmental policies on performance bonuses.  Processing of assessment results and submission of recommendations for the awarding of performance bonuses.  Manage and investigate enquiries as well as grievances received in respect of performance bonuses.  Assist with the formulation and design of mandates for consultation in respect of performance bonuses.  Deal with AG enquiries on performance bonuses. 

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office
POST 35/51
:
SENIOR CORRECTIONAL OFFICER:  MANAGER:  INFORMATION TECHNOLOGY


Free State/Northern Cape Region 

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Kimberley)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.  Analytical ability.  Good communication skills and ability to plan/organize. 

DUTIES
:
Monitor performance of network connections.  Perform software and hardware rollout projects.  Provide first line help desk and desk top support.  Installation and upgrades of software and hardware products.  Configuration and setting up of computing and network equipment.  Provide technical advice and support to IT users.  Perform and restore backups on sites.  Enforce and monitor strict adherence to ICT Policies.
ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 35/52
:
SENIOR CORRECTIONAL OFFICER: COMMUNICATION


Western Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Western Cape Region (Brandvlei, Overberg)

REQUIREMENTS
:
Recognized three year degree/diploma in communications science or correctional services administration part III and/or relevant experience.  Knowledge and perspectives of incidents in correctional centres.  Valid drivers’ license.  Dynamism, professionalism, ability to plan and organize.  Good communication skills. Computer literate.

DUTIES
:
Assist in the development and the implementation of the national communication plan (Public Relations, Media Production and Media Services). Support for each of the units informed by the national plan.  Development and implementation of a specific regional communication plan.  Manage and facilitate incident reporting in the region.  Financial management of the communication section taking into consideration allocated funds (economizing and commercializing).  Logistical management with regard to communication activities.  Monitoring of external media.  Implementation of the communication strategy.  Adherence to the strategic communication objectives of the DCS in the region. Managing of expenditure within the allocated budget.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 35/53
:
SENIOR CORRECTIONAL OFFICER:  SECRETARY PAROLE BOARDS



Free State/Northern Cape Region
SALARY
:
R132 054 per annum

CENTRE
:
Free State Northern Cape Region (Kimberley)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Good communication and writing skills.  Analytical ability.  Valid drivers’ license.  Ability to plan/organize.  Computer literate.

DUTIES
:
Scheduling of meetings of the board; i.e. communicate meeting times, dates and places.  Verification of information provided.  Ensure that information provided on offenders is correct.  Ensure that all relevant documentation is attached to submissions referred to the board.  Taking minutes of session of the board.  Minute constitution of each meeting.  Absenteeism, discussions and reasons for decisions in minutes.  Inform offenders of the decision of the board.  Dealing with representations.  Ensure that representations by inmates are referred to the relevant case management committee with request for all applicable documentation by the clerk of the board.  Maintenance of safe custody:  Searching of venues and inmates for contraband/dangerous objects.  Ensure that gang activities do not take place in venues.  Ensure inmates do not wander around uncontrolled.  Exercise control over the issuing of implements and equipments to students.  Ensure that implements and equipments are not taken by offenders to their cells.

ENQUIRIES
:
Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region 

POST 35/54
:
SENIOR CORRECTIONAL OFFICER:  HEAD PERSONNEL


Limpopo/Mpumalanga/North West Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Thohoyandou, Rustenburg)

REQUIREMENTS
:
Recognized three year degree/diploma in human resource management or correctional services administration part III and/or relevant experience.  Valid drivers’ license and ability to plan/organize. Good communication skills.   Ability to work independently.  Computer literate.

DUTIES
:
Management of PERSAL, promotions, personal awards, achievements bonuses, remuneration control, housing, subsidies, official accommodation, leave, transfers, medical boards, appointments, termination of service and disciplinary matters.

ENQUIRIES
:
Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 35/55
:
SENIOR CORRECTIONAL OFFICER:  PERSAL MANAGEMENT


Western Cape Region
SALARY
:
R132 054 per annum 

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration Part III and/or relevant experience in human resource/PERSAL environment.  PERSAL training and valid drivers’ license will be essential.  Analytical ability, environmental exposure, presentation, negotiations, evaluation and planning skills.  Computer literate.

DUTIES
:
Management of PERSAL in their respective components.  Ensure that all PERSAL users and supervisors in the management area are properly trained and ensure continuous training as and when enhancements are effected.  Registration of supervisors and users and allocation of specific functions in relation to their jobs and levels.  Monitoring the interaction between the users and supervisor.  Authorization of the suspense file transactions and verification with source documents.  Evaluation and recommendations to the PERSAL controller and monitor changes to the system in line with the SCC system.  Maintenance of post establishment on PERSAL (including aspects such as employment out of adjustment).  Human resource utilization (promotions, movements, transfers, relocations, translation in rank, demotion and service termination).  Service benefits e.g.  salary payment, allowance, medical assistance, remunerated overtime, rewards for performance, housing assistance and bursaries.  The planning of activities and the management of personnel and finance.  

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/56
:
SENIOR CORRECTIONAL OFFICER:  ASSET MAINTENANCE


Gauteng Region 



Kwazulu/Natal Region 



Free State/Northern Cape Region 



Western Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Gauteng Region (Pretoria Central )



KwaZulu/Natal Region (Ebongweni)



Free State/Northern Cape Region (Groenpunt)



Western Cape Region (Breederivier, Pollsmoor)

REQUIREMENTS
:
Recognized three year degree/diploma or standard 10 with correctional services administration part III and relevant experience.  An artisan diploma will be an advantage.  Valid driver’s licence.  Experience in building administration. Computer literate.  Professionalism, ability to plan/organize and good communication skills.

DUTIES
:
Management of asset maintenance at the correctional centre.  Co-ordination of the policies.  The quality assessment of building services.  Development/maintenance of building work standard.  The management of capital and maintenance of projects, occupational safety, finances and personnel.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region



Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region 



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/57
:
SENIOR CORRECTIONAL OFFICER: DH: CASE MANAGEMENT ADMINISTRATION



Free State/Northern Cape Region



Kwazulu/Natal Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Henneman)



KwaZulu/Natal Region (Port Shepstone, New Hanover)

REQUIREMENTS
:
Recognized three year degree or diploma or correctional services administration part III and/or relevant experience.  Valid drivers’ license.  Ability to plan/organize.  Good communication skills.

DUTIES
:
Admission and release of inmates.  Control of inmate’s movement.  Administration of inmate’s cash.  Maintenance of inmate’s records.  Administration of fine/bail payments.  Administration of prison labour.  Maintenance of safe custody by personnel.
ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/58
:
SENIOR CORRECTIONAL OFFICER:  UNIT MANAGEMENT



Eastern Cape Region 



Kwazulu/Natal Region (5 Posts)



Free State/Northern Cape Region (2 Posts)



Western Cape Region 
SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Mthatha)



KwaZulu/Natal Region (Durban Medium B X4, Port Shepstone) 



Free State/Northern Cape Region (Goedemoed Medium B, Colesburg)



Western Cape Region (George)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Computer literate.  Valid drivers’ license.  Knowledge of the Public Finance Management Act and Treasury Regulations.

DUTIES
:
The implementation of unit management within the unit.  Ensure the training of staff pertaining to unit management principles.  Implementation of procedures to improve the level of communication between the different units, Head of Correctional Centre, CMC and other roleplayers. Management of inmate development staff (PDS).  Implementation of a structured day programme for the unit which includes the rostering of programmes in conjunction with the PDS.  Implementation of the three meals system as part of the structured day programmes.  Ensure that case files are opened for all offenders and that sentence plans are compiled in conjunction with the CMC.  Structured day programmes must make provision for the content of sentence plans.  Compilation of case notes and the recording thereof on the case files.  Assessment of offenders in conjunction with the CMC.  Registering of structural needs to enhance the implementation of unit management and management of financial, personnel and logistical related matters.
ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region



Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region 



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/59
:
SPAO:  SYSTEM CONTROLLER


Western Cape Region 



Limpopo/Mpumalanga/North West Region

SALARY
:
R132 054 per annum

CENTRE
:
Western Cape Region (Regional Office)



Limpopo/Mpumalanga/North West Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma with accounting and/or management accounting as a major subject.  Proven financial experience.  Good knowledge of Public Finance Management Act, Treasury Regulation and the Basic Accounting System (BAS).  Good communication skills and interpersonal relations.  Professional person with integrity and ability to perform under pressure.  Computer literate.
DUTIES
:
Attend to and solve queries received from the Regional Syscon in relations to the functioning of BAS users.  Monitor technical stability of workstations including the LAN.  Training and assistance of department officials in utilizing the financial system by means of manuals, courses and job training.  Distribution of BAS notices, newsletters and inform BAS users regarding new releases.  Act as liaison official with the budget controller.  Assist in the maintenance of security profiles, reports, parameters and segments details.  Updating of chapters in the Financial Administration Procedure (FAP) manual which relates to the financial system.  Maintain, control and file documentation relating to entities in the department.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 35/60
:
SENIOR CORRECTIONAL OFFICER:  DH:  SECURITY


Gauteng Region 
SALARY
:
R132 054 per annum 

CENTRE
:
Gauteng Region (Leeuwkop Medium A)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Valid drivers’ license.  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Managing of security matters.  Responsible for the maintenance of existing security matters and the upgrading thereof.  Managing of finance.  Implementation of Depart​mental Policies.  Advice management regarding security matters.  Keep personnel up to date regarding security matters.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region

POST 35/61
:
SENIOR CORRECTIONAL OFFICER:  MESS (CATERER)



Gauteng Region

SALARY
:
R132 054 per annum

CENTRE
:
Gauteng Region (Leeuwkop)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Valid drivers’ license.  Dynamism, professionalism and ability to plan/organize. Good communication skills. Trained as a caterer.  Supervisory experience.

DUTIES
:
Control catering activities at the prison kitchen.  Set strategic objectives and standards.  Control training and development of inmates as cooks.  Manage administrative duties.  Advice management on nutritional matters.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region 
POST 35/62
:
SENIOR CORRECTIONAL OFFICER:  HEAD SATELLITE: COMMUNITY CORRECTIONS


Kwazulu/Natal Region 



Free State/Northern Cape Region 



Limpopo/Mpumalanga/North West Region (4 Posts)

SALARY
:
R132 054 per annum 

CENTRE
:
KwaZulu/Natal Region (Stanger)



Free State/Northern Region (Qwaqwa)



Limpopo/Mpumalanga/North West Region (Witbank X4)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.
DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for persons serving sentences in the community.  Participate in case review team for community corrections.  Management of programmes.  Identification of community service programmes.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Financial administration.  Budgeting for funds.

ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region


Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 35/63
:
SENIOR CORRECTIONAL OFFICER:  MONITORING (PAROLEES AND PROBATIONERS)



Limpopo/Mpumalanga/North West Region
SALARY
:
R132 054 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Witbank)

REQUIREMENTS

Recognized three year degree/diploma or correctional services administration Part III and/or relevant experience.  Dynamism, professionalism and good communication skills.  Ability to plan and organize.

DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for inmates serving sentences in the community.  Participate in case review team for community corrections.  Management of programmes.  Identification of community service programmes.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Disciplinary action against offending staff.  Financial administration and budgeting of funds.
ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 35/64
:
SENIOR CORRECTIONAL OFFICER:  CC: OPERATIONAL SUPPORT


Eastern Cape Region 



Limpopo/Mpumalanga/North West Region (3 Posts)



Western Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (East London)



Limpopo/Mpumalanga/North West Region (Thohoyandou X3)



Western Cape Region (Dwarsrivier, Brandvlei Youth)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration Part III and/or relevant experience.  Firearm skills and use of two-way radios.  Interpersonal skills in dealing with requests and assisting with troublesome offenders.  Counsel agitated/suicidal prisoners.  Fire fighting and first aid skills.  Manage training.  Sound knowledge of medical, social work, education, psychological and religious activities in prison processes.  Sound interpersonal and negotiation skills.  Strategic planning ability.

DUTIES
:
Manage security. Manage development services and care assistance to inmates furthering their studies. Management of care services. Manage the assessment of offenders by social workers.  Manage health services. Supervise routine examination of offenders, patients and treat minor ailments according to scope of practice. Logistical, personnel and financial administration.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/65
:
SENIOR CORRECTIONAL OFFICER:  DH:  CARE SERVICES


Eastern Cape Region (2 Posts)



Kwazulu/Natal Region (8 Posts)

SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (Middledrift, King Williamstown)



KwaZulu/Natal Region (Ebongweni, New Hanover, Greytown, Nkandla, Nongoma, Ncome Medium A, Estcourt, Ladysmith)

REQUIREMENTS
:
Recognized three year degree/diploma in social work or psychological services.  Professional registration with the council for social workers or other body.  Previous experience in social work/psychology.  The ability to plan and organize, good communication skills, computer literate and thorough knowledge of programme management.

DUTIES
:
Enhance the coordination of policy and quality assessment of services.  Ensuring of service level standards for social work services.  Planning of activities.  Management of infrastructures for social work services/psychological services/spiritual care and programme interventions.  Management of finances and personnel.
ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/66
:
SENIOR CORRECTIONAL OFFICER:  CC:  STAFF SUPPORT


Eastern Cape Region 



Gauteng Region



Free State/Northern Cape Region



Limpopo/Mpumalanga/North West Region (2 Posts)



Western Cape Region



Kwazulu/Natal Region

SALARY
:
R132 054 per annum
CENTRE
:
Eastern Cape Region (St Albans)



Gauteng Region (Modderbee)



Free State/Northern Cape Region (Odendaalsrus)



Limpopo/Mpumalanga/North West Region (Thohoyandou X2)



Western Cape Region (Riebeeck West)



KwaZulu/Natal Region (Durban Female)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience. Analytical ability. Good communication skills, professionalism and ability to plan/organize.  

DUTIES
:
Personnel Management:  Supervision of the work undertaken by the personnel clerk.  Act as labour relations officer for the centre.  Supervise the work undertaken by the registration clerk.  Act as information officer for the correctional centre.  Logistical administration:  Responsible for the equipment used by the component.  Personnel administration:  Determining of duty register/leave arrangements.  Allocation of staff to specific duties.  Financial administration, budgeting of funds and being accountable for expenditure in terms of the component.  Merit assessment of staff.  Act as loss control officer for the centre.  Supervision of utility staff.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Botha J (012 420 0179):  Gauteng Region



Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region


Ms Sanders M (021 550 6059):  Western Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/67
:
SENIOR CORRECTIONAL OFFICER:  CASE MANAGEMENT COMMITTEE


Western Cape Region

SALARY
:
R132 054 per annum

CENTRE
:
Western Cape Region (Oudtshoorn)

REQUIREMENTS
:
Recognized three year degree/diploma or Correctional Services Administration Part III and/or relevant experience.  Valid drivers’ license and ability to plan/organize.  Good communication skills.

DUTIES
:
Ensure that new admissions are placed before the committee for assessment.  Ensure that inmates are subjected to security classification, allocation of inmates to specific work areas and accommodation.  Ensure that each inmate will be integrated into development programmes.  Ensure that new admissions are placed before the committee.  Ensure that inmates serving sentences of more that two years are placed before the committee every six months.  Re-assignment of inmates to different work areas and accommodation depending on the outcome of further charges and changes in their profile.  Hearing of disciplinary cases, ensuring that inmates files are updated in accordance with the results of such hearings and amendments to the privileges of inmates based on the outcome of such hearings.  Logistical, financial and personnel administration.  

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/68
:
SENIOR STATE ACCOUNTANT:  SUPERVISOR FINANCIAL ACCOUNTING


Free State/Northern Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Goedemoed, Grootvlei)

REQUIREMENTS
:
Recognized three year diploma/degree in commercial, economical or political science.  Sound experience in government financial systems.  Good communication skills in english, and one of the official languages.  Valid drivers’ license.  Computer literate.  Dynamic and professional.  Ability to plan and organize events properly.  Knowledge of the public finance management act, treasury regulations and BAS.  Project management.  Presentation skills.  Proven experience regarding financial training.
DUTIES
:
Responsible for all external and internal financial orientated training.  Responsible to determine the external and internal training needs of the personnel and also for financial personnel in the management area.  Responsible to co-ordinate and arrange all external and internal financial orientated training.  Co-responsible for the pupil, assistant and state accountant training programmes.  Responsible to manage all the office administration.  Compile financial circulars when needed.  Chief user for financial accounting.  Responsible for inventory control in the office.  Execute the responsibilities of officials as stipulated in Section 45 of the Public Finance Management Act.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region
POST 35/69
:
SENIOR STATE ACCOUNTANT:  SUPERVISOR MANAGEMENT ACCOUNTING


Free State/Northern Cape Region (3 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Groenpunt, Kimberley, Upington)

REQUIREMENTS
:
Recognized three year diploma/degree in commercial, economical or political science.  Relevant junior management experience in government financial systems.  Good communication skills in english and one of the official languages.   Valid drivers’ license.  Computer literate.  Dynamic and professional.  Ability to plan and organize events properly.  Knowledge of the public finance management act, treasury regulations and BAS. Project management. Presentation skills. Proven experience in a BAS environment.

DUTIES
:
The implementation of financial accounting policy in the management area in accordance with current procedures.  Planning and execution of financial accounting inspections.   Undertaking of financial investigations.  Keep financial accounting system on standard. Procedure recommendations to head office. Compile training programmes.  Ensure effective control over the collection and allocation of all revenue.  Control over month end reports.  Ensure financial data integrity on BAS. HR management. Management of infrastructures for financial accounting. Execute the responsibilities of officials as stipulated in Section 45 of the Public Finance Management Act.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region
POST 35/70
:
SENIOR CORRECTIONAL OFFICER:  PHYSICAL TRAINING


Directorate: Core Curriculum
SALARY
:
R132 054 per annum

CENTRE
:
National Head Office (Zonderwater College)

REQUIREMENTS
:
Recognized three year degree/diploma in physical education/sport management.  Relevant experience in physical education, training and development.  Computer literate.  Valid drivers’ license.  Sound knowledge of financial and accounting management.

DUTIES
:
To provide physical training, self defence/tonfa, sport and recreation and first aid training.  Coordination of training schedules.  Liaison with internal and external service providers.  Financial and resource management.  Assessment of learners.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/71
:
SENIOR CORRECTIONAL OFFICER:  PAY PROGRESSION



Directorate:  HR Support

SALARY
:
R132 054 per annum 

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Knowledge of legislation and prescripts governing HR in the public service.  Knowledge of the remuneration and salary grading system applied in the public sector.  Ability to communicate effectively (verbal and in writing).  Networking skills.  Computer literate (MS Office and PERSAL).  Ability to monitor and control application of policy measures and expenditure within budget allocation. 

DUTIES
:
Development and maintenance of departmental policy regarding the awarding of annual pay progression.  Compilation of budget estimations.  Provision of advice, clarity, interpretation and application of departmental policies on pay progression.  Manage and investigate enquiries as well as grievances received in respect of pay progression.  Assist with the formulation and design of mandates for consultation in respect of pay progression.  Deal with AG enquiries on pay progression.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/72
:
SENIOR CORRECTIONAL OFFICER:  SERVICE BENEFITS


Directorate:  HR Admin and Utilization 

SALARY
:
R132 054 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or extensive experience in administration.  Negotiation skills.  Computer literate including PERSAL.  Good communication skills.  Knowledge of correctional service act, public service regulations and public service act.

DUTIES
:
Plan, co-ordinate and control all activities associated with administrative functions, i.e. official and rented accommodation, official transport, leave,  home owners allowance and travel and subsistence allowance.  Ensure compliance with the implementation and maintenance of service benefits policy.  Ensure good and effective communication between head office and practice.  Provide administrative support to management.  Liaise with external institutions.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office
POST 35/73
:
SENIOR CORRECTIONAL OFFICER:  CENTRE COORDINATOR:  CORRECTIONS


Gauteng Region (5 Posts)



Kwazulu/Natal Region 



Limpopo/Mpumalanga/North West Region (2 Posts)



Western Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Gauteng Region (Zonderwater Medium B X2, Pretoria Local, Baviaanspoort Medium X2)



KwaZulu/Natal Region (New Hanover)



Limpopo/Mpumalanga/North West Region (Thohoyandou X2)



Western Cape Region (Malmesbury, Warmbokveld)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience of offender administration.  Top secret security classification, analytical ability, good communication skills and ability to plan and organize.  
DUTIES
:
Management of case management administration.  Management of unit management in the correctional centre.  Management of centre administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the correctional centre.  Effective utilization of available inmates accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES
:
Ms Botha J (012 420 0179):  Gauteng Region



Ms Nel AJ (033 355 7372):  KwaZulu/Natal Region 



Mr Lucas S W (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/74
:
SENIOR CORRECTIONAL OFFICER: MANAGER: HR SUPPORT



Free State/Northern Cape Region
SALARY
:
R132 054 per annum 

CENTRE
:
Free State/Northern Cape Region (Upington)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Presentation, computer literate, interpersonal, problem solving and good communication skills.

DUTIES
:
Management of performance management function in the management area.  Management of personnel awards and achievement bonuses.  Management of personnel, finances and logistics.

ENQUIRIES
:
Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region
POST 35/75
:
SENIOR SOCIAL WORKER


Eastern Cape Region (6 Posts)



Gauteng Region (2 Posts)



Kwazulu/Natal Region (2 Posts)



Free State/Northern Cape Region 



Western Cape Region

SALARY
:
R132 054 - R153 312

SALARY
:
R132 054 per annum
CENTRE
:
Eastern Cape Region (Somerset, East London, Mdantsane, Gcuma [Butterworth], Sada X2)



Gauteng Region (Pretoria Community Corrections, Krugersdorp Medium) 



KwaZulu/Natal Region (Ebongweni, Kokstad Community Corrections)



Free State/Northern Cape Region (Goedemoed Medium B)



Western Cape Region (Goodwood)

REQUIREMENTS
:
BA degree in social work.  Registration with the South African Council for social services.  Valid drivers’ license.  Conversant with acts, policies and legislation pertaining to social work practice.  Ability to interpret policy/legislative matters and operate within the management area.  Good communication, negotiation, conflict and strategic management skills.  Ability to coordinate and collaborate with internal and external stakeholders.

DUTIES
:
To provide needs based social work services to offenders through individual attention, group work, community work, research and social work administration.  Conducting individual assessments.  Marketing social work services.  Monitoring and evaluation of social work, intervention work, community work, research and social work administration.  Conducting individual assessments.  

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Botha J (012 420 0179):  Gauteng Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region 



Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/76
:
SENIOR CORRECTIONAL OFFICER:  NUTRITIONAL SERVICES


Eastern Cape Region (3 Posts)



Gauteng Region (6 Posts)



Kwazulu/Natal Region (6 Posts)

SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (Cradock, Kirkwood, Lusikisiki)



Gauteng Region (Zonderwater Medium B, Modderbee, Leeuwkop X2, Johannesburg Medium B X2)



KwaZulu/Natal Region (Qalakabusha, Ladysmith, Ebongweni, Ncome Medium A, Ekuseni, Waterval Medium A)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  Previous experience as a caterer.  Good communication and interpersonal skills.  Computer literate.

DUTIES
:
Preparation of meals.  Ensuring that rations are edible and hygienic.  Determining of meal content for special diet offenders.  Determining the ingredient and quantities required per meal.  Supervise the containerization of food for transport to serveries.  Ensure that all offenders receive the same quantity during serving.  Ensure that all utensils are cleaned after every meal.  Ensure safe placement of anti pesticides.  Training of inmates.  Ensure replacement of stale food.  Control security of equipment.  Supervise the unlock of inmates.  Control of catering equipment.  Ensure medical parades.  Ensure cleanliness at all times.  Logistical and financial administration.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Botha J (012 420 0179):  Gauteng Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region 

POST 35/77
:
PRINCIPAL EDUCATIONIST



Eastern Cape Region (3 Posts)



Kwazulu/Natal Region (2 Posts)

SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (East London, Cradock, Mthatha)



Kwazulu/Natal Region (Glencoe, Ncome Medium B)

REQUIREMENTS
:
Recognized three year degree/diploma in education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Implement educational programmes for offenders.  Implementation of educational policies at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Nel A J (033 355 7372):  KwaZulu/Natal Region
POST 35/78
:
SENIOR CORRECTIONAL OFFICER:  SUPERVISOR PROCUREMENT



Eastern Cape Region (3 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Kirkwood, Sada, Mthatha)

REQUIREMENTS
:
Recognized three year degree/diploma with experience in government logistical system.  Computer literate.  Knowledge of procurement processes and related prescriptions in government.  Managerial abilities.  Valid drivers’ license.  Good communication skills.

DUTIES
:
Implement logistical policy in the management area.  Manage stock, movable assets and the PAS System.  Administrate tenders.  Undertake/manage logistical inspection and investigation.  Manage departmental transport, logistical infrastructure and consolidate returns.
ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/79
:
SENIOR CORRECTIONAL OFFICER:  MANAGER:  SUPPLY CHAIN MANAGEMENT



Eastern Cape Region
SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (Sada)

REQUIREMENTS
:
Recognized three year degree/diploma and experience in government financial systems.  Computer literate.  Valid drivers’ license.  Knowledge of the Public Finance Management Act, Treasury Regulations and BAS.

DUTIES
:
Managing sub-ordinates.  Implementation of supply chain management in the management area.  Assist with management of the PAS/logistical system.  Administration of tenders.  Undertaking of procurement inspections.
ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/80
:
SENIOR CORRECTIONAL OFFICER:  MANAGEMENT ASSISTANT:  HIV/AIDS PROGRAMS


Eastern Cape Region (2 Posts)



Free State/Northern Cape Region

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Sada, Mthatha)



Free State/Northern Cape Region (Upington)

REQUIREMENTS
:
Recognized three year degree/diploma in social sciences, health or equivalent qualification, with relevant experience in HIV and AIDS programme management.  Certificates in HIV and AIDS related issues will be an added advantage.  Valid drivers’ license. Computer literate. Experience in financial management. Experience in management related functions.  Good communication and writing skills.  Be willing to travel extensively. Policy formulation, monitoring and evaluation.  Programme design, development and coordination.  Project management.  Liaison, networking and capacity building/training skills.

DUTIES
:
Monitor and evaluate the implementation of comprehensive HIV and AIDS programmes and services for offenders at the management area and correctional centre level.  Monitor and evaluate the implementation of relevant HIV and AIDS policies and procedures.  Provide statistical data and other relevant information to the regional office as well as reports to management in the region.  Monitor the donor funded HIV and AIDS activities and programmes for offenders at management area and correctional centre level.  Liaise with internal and external stakeholders at correctional centre, management and regional level.  Manage resources.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Mholo J (051 404 0268/270):  Free State/Northern Cape Region

POST 35/81
:
MANAGER:  EDUCATION AND TRAINING



Eastern Cape Region

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Sada)

REQUIREMENTS
:
Recognized three year degree/diploma in education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Implement educational programmes for offenders.  Implementation of education policy at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/82
:
SENIOR STATE ACCOUNTANT:  ACCOUNTING AND BOOK KEEPING


Free State/Northern Cape Region 

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma with accounting and/or management accounting as a major subject.  Proven financial experience.  Good knowledge of public finance management act, treasury regulations and the basic accounting system.  Experience in the compiling of annual financial statements.  Good communication skills and interpersonal relations.  Professional person with integrity and ability to perform under pressure.  Computer literate (knowledge of BAS will be an added advantage). 

DUTIES
:
Monthly funds requisition from national treasury.  Compile the monthly bank reconciliation.  Control the paymaster- general accounts, which includes PMG exceptions, BAS credit transfer account and bank adjustment account. Coordinate and compile the compliance certificate. Maintenance of departmental debt procedures with regard to cash and cash equivalent.  Manage the office.  Execute responsibilities of officials stipulated in Section 45 of the PFMA.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 35/83
:
SENIOR STATE ACCOUNTANT:  BASIC ACCOUNTING SYSTEM


Free State/Northern Cape Region 

SALARY
:
R132 054 per annum

CENTRE
:
Free State/Northern Cape Region (Upington)

REQUIREMENTS
:
Recognized three year degree/diploma and recognized experience in financial management. Computer literate. Valid drivers’ license is essential.  Knowledge of the Public Finance Management Act, Treasury Regulations and BAS.

DUTIES
:
Provide financial management information and advice to managers.  Responsible for the submission of the monthly in year management, monitoring and reporting reports according to the national treasury reporting requirements.  Provide financial training with regard to financial management information system.  Human resource management.  Provide an administrative support function to the management area

ENQUIRIES
:
Ms Mholo J:  (051 404 0268/051 4040270): Free State/Northern Cape Region

POST 35/84
:
SENIOR CORRECTIONAL OFFICER:  HUMAN RESOURCE DEVELOPMENT


Eastern Cape Region 

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (East London)

REQUIREMENTS
:
Recognized three year degree/diploma with relevant experience.  Good communication skills.

DUTIES
:
Training and development interventions at all levels.  Compile the business plan for HRD.  Conduct training needs analysis.  Compilation of monthly training statistics and annual training reports.  Deliver effective HRD administration.  Management of the learnership programmes and conduct assessment on learners on the Correction Science Learnership NQF Level 4.  Management of the internship programmes.  Facilitation of HRD programmes  in management area.  Programming and scheduling of training interventions.  Evaluation of training as well as monitoring of training and logistical arrangement of training courses.  Assisting with the marketing of bursaries.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/85
:
SENIOR CORRECTIONAL OFFICER:  CLUBS



Eastern Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Mthatha, Sada) 

REQUIREMENTS
:
Recognized three year degree/diploma, or Correctional Services Administration Part III and/or relevant experience.  Valid drivers’ license

DUTIES
:
Check and control income and expenditure, journals, creditors, debtors, internal transfers, trial balance, bank reconciliation, VAT 201, UIF, IRP 5’s , audit statements “draft”, face value, monitor loans, phone bills, collect cash, issue receipts, control till rolls, sampro, compensation commissioner, fuel, deductions on Persal, fuel, cash books for sport clubs, guest houses, vehicles, safe,  stamps, speed points, phone cards, salaries, crèche, golf club and swimming pool. Manage personnel’s leave credits

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/86
:
SENIOR CORRECTIONAL OFFICER:  MANAGER:  HUMAN RESOURCE ADMINI-STRATION 



Eastern Cape Region



Kwazulu/Natal Region (2 Posts)



Western Cape Region

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Kirkwood)  



KwaZulu/Natal Region (Durban:  Area Commissioner X2)



Western Cape Region (Pollsmoor)

REQUIREMENTS
:
Recognized three year degree/diploma in human resource management or correctional services administration part III and/or relevant experience. Dynamism, professionalism, ability to plan/organize and good communication skills

DUTIES
:
Enhancing the coordination of the policy.  Administration of human resources. technical preparation of documents.  Arrangement of meetings.  Undertaking of personnel administration.  Administration of finances and of primary measurements.
ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region


Ms Nel A J (033 355 7372):  KwaZulu/Natal Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/87
:
SENIOR CORRECTIONAL OFFICER:  INVESTIGATIONS



Eastern Cape Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Mthatha, Sada)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional services administration part III and/or relevant experience.  DCS training as investigator, basic training and training in the disciplinary code.  Good communication and interpersonal skills.  Ability to organize and plan.  Valid drivers’ license.

DUTIES
:
Investigating of escapes.  Determining the causes of specific incidents.  Determining preventive measures.  Determining structural damage to buildings.  Investigation of assaults.  Investigation of injuries to inmates and to staff.  Prosecution of staff.  Initiation of prosecutions in the event of negligence or motives emanating from the investigation.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/88
:
SENIOR CORRECTIONAL OFFICER:  AGRICULTURE


Eastern Cape Region (3 Posts)

SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (Mthatha, Middledrift, Kirkwood)

REQUIREMENTS
:
Recognized three year degree/diploma in agriculture or relevant qualifications and relevant experience.  Presentation, computer literate, interpersonal, problem solving and good communication skills.

DUTIES
:
Quality assessment of agricultural services. Development/maintenance of agriculture services standards in the management area. Management of plant production, agricultural labour, environment, agricultural equipments, occupational safety, finances and personnel.  Manage the budget allocation.  Training of personnel.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/89
:
SENIOR STATE ACCOUNTANT:  DH:  FINANCE


Eastern Cape Region

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Mthatha)

REQUIREMENTS
:
Recognized degree or diploma in accounting or financial management with relevant experience.  Proven knowledge of the Public Finance Management Act, 1999 and Treasury Regulations, relating to financial management and accounting.  Procurement administration and public finance administration on management level.  Excellent verbal and written communication skills, strong leadership qualities, initiative and drive.

DUTIES
:
The Department requires the services of a person with extensive knowledge of, exposure to and experience in the financial and procurement management environment to exercise control in this regard.  The candidates must assist the area commissioner in the execution of his duties in terms of the Public Finance Management Act, 1999 (PFMA).  Ensuring optimal utilization of resources, support with regard to the management of budgets within the framework of relevant legal directives and regulations.  Performing budget control and ensuring enforcement of financial discipline.  Performing responsibilities for logistics and procurement management.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region

POST 35/90
:
SENIOR CORRECTIONAL OFFICER:  DH:  DEVELOPMENT


Eastern Cape Region 



Kwazulu/Natal Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
Eastern Cape Region (Mthatha)



KwaZulu/Natal Region (Nkandla, Nongoma)

REQUIREMENTS
:
Recognized three year degree/diploma or equivalent qualification in education skills.  Registration with professional council and relevant management experience.

DUTIES
:
The incumbent will coordinate and manage the following:  Formal education, skills development, arts and culture, recreation, ABET, effective medical care and hygienic standards in the management area. 

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/91
:
SUPERVISOR:  LOGISTICS


Eastern Cape Region
SALARY
:
R132 054 per annum 

CENTRE
:
Eastern Cape Region (East London)

REQUIREMENTS
:
Recognized degree or diploma in supply chain management with relevant experience.  Successfully attended PAS training and BAS training.  Computer literate and advanced MS Office.  Valid drivers’ license.

DUTIES
:
Implement logistical policies/procedures in the management area. Management of stock.  Manage Logis/PAS system. Management of assets. Undertake logistical inspection/-investigations. Manage logistical infrastructures. Managing and consolidation of returns.

ENQUIRIES
:
Mr Mwehle Z P (043 706 7872)/Ms Xhego N B (043 706 7834):  Eastern Cape Region
POST 35/92
:
SENIOR CORRECTIONAL OFFICER:  SH: SPORTS AND RECREATION


Kwazulu Natal Region (2 Posts)

SALARY
:
R132 054 per annum

CENTRE
:
KwaZulu/Natal Region (Waterval, Ncome)

REQUIREMENTS
:
Recognized three year degree/diploma or correctional administration part III and/or equivalent experience.  The incumbent should be dynamic, have the ability to plan and organize.  Good communication and interpersonal skills.

DUTIES
:
Assist in the coordination of policy pertaining to sports and recreation in the management area.  Represent the region at the Inter-Regional Championships.  Maintenance of the data bank for sport achievement of the management area. Administration of sporting events in the management area.
ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/93
:
SENIOR CORRECTIONAL OFFICER:  SECRETARY DEPARTMENTAL BARGAINING CHAMBER


Directorate:  Employee Relations

SALARY
:
R132 054 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in labour law/labour relations and or equivalent experience in a collective bargaining and labour relations environment.  Sound knowledge of labour legislation and labour relations practices.  Valid drivers’ license.  Continued retention in the post will depend heavily on the extent to which the incumbent demonstrates integrity in the execution of his/her duties.  The incumbent should be able to proactively identify likely causes and solutions to employee relation problems.  The following skills are essential:  Good negotiation and conflict management skills as well as strategic capability, good administrative, report writing, analytical, communication, presentation and computer literacy skills.

DUTIES
:
Assist with managing collective bargaining in the Department of Correctional Services.  Deal with correspondence regarding the Departmental Bargaining Chamber (DBC).  Arrange and attend all meetings of DBC.  Provide quarterly reports to management of figures of all admitted employee organizations.  Management of union subscriptions.  Provide copies of all approved minutes and resolutions to top management, regional commissioners and area commissioners.  Networking with interest groups such as unions, CCMA, GPSSBC, academic institutions, employee relation consultants and other state departments.  Ensure that sound labour relations between management (employer) and recognized trade unions are established and maintained.  Facilitate conflict management – individual and collective.  Represent the department in conciliation hearings.  Conduct training in the generic labour relations filed.  Advice and guidance on labour relation matters to all levels of management.  Management of the sub directorate:  collective bargaining’s strategic plan.  Generic managerial duties pertaining to collective bargaining portfolio, human resource management, financial and logistics management.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office
NOTE
:
The successful candidate will have to sign a performance agreement and will have to undergo security vetting and such training as the department may require from middle and senior managers.

POST 35/94
:
SENIOR CORRECTIONAL OFFICER:  PROFESSIONAL AND COORDINATING SERVICES


Directorate:  Core Curriculum

SALARY
:
R132 054 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in Information Management or Finance.  Experience in Financial and Logistical Management.  In depth knowledge of advanced Microsoft Office(MS Office Word, Power Point, Excel, Office Outlook and Office Publisher).  

DUTIES
:
Information Management. Coordination of training statistics.  Compiling reports, monthly, quarterly and annually.  Management of learner record, and database for learners.  Management and safe keeping of training manuals.  Marketing of the Chief Directorate Human Resources home pages, brochures and manuals.  Administrative support, finances, personnel and logistics to the sub-directorate: auxiliary support.  Evaluation of financial reports, sundry payments, claims, advances and procurement procedures.
ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office
POST 35/95
:
SENIOR CORRECTIONAL OFFICER:  HR ADMINISTRATION


Western Cape Region (2 Posts)
SALARY
:
R132 054 per annum

CENTRE
:
Western Cape Region (Overberg, Breede Rivier)

REQUIREMENTS
:
Recognized three year degree/diploma or Correctional Services Administration Part III and/or relevant experience.  Dynamism, professionalism, ability to plan/organize and good communication skills.

DUTIES
:
Enhancing the coordination of the policy.  Communication of policy matters.  Evaluation of policy amendments inputs.  Administration of human resources.  Delegation of tasks to subordinates.  Follow-up of correspondences.  Technical preparation of documents.  Arrangement of meetings.  Maintenance of post establishment and of documents detailing training.  Undertaking of personnel administration.  Administration of finance and of primary measurements.  Performing of merit assessments.  Management of leave of absence.

ENQUIRIES
:
Ms Sanders M:  (021 550 6059):  Western Cape Region

POST 35/96
:
SENIOR CORRECTIONAL OFFICER:  ADMINISTRATIVE ASSISTANT: SECURITY



Kwazulu/Natal Region

SALARY
:
R132 054 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma or standard 10 with correctional services administration part III and/or relevant experience.  Clerical and administration experience as well as planning and organizing skills.  Experience of security work at correctional centres.  Valid driver’s license.  Computer experience.

DUTIES
:
The undertaking of correspondence with regards to the distribution/receiving/control and return dates of all correspondence.  Technical presentation, proof reading and final preparation of documents.  The arrangement of meetings, venues, equipment, preparing the agenda and taking down of minutes, distribution of finalized minutes, diarizing of decisions taken and the follow up of these decisions.  Maintaining of financial records of the budget allocated to the sections/specific subsections in the region.  The administration of primary measurements for security as well as the gathering and maintaining of objective matrixes per correction centre.  Gathering of ad hoc management information.
ENQUIRIES
:
Ms Nel A J (033 355 7372):  KwaZulu/Natal Region

POST 35/97
:
CORRECTIONAL OFFICER:  SECTION HEAD:  LOGISTICS


Directorate: Core Curriculum
SALARY
:
R106 335 per annum

CENTRE
:
National Head Office (Zonderwater and Kroonstad College)

REQUIREMENTS
:
Grade 12 plus five years experience in logistics.  Computer literate.  PAS computerise course.  Valid drivers’ license.  Sound knowledge of public finances and accounting.

DUTIES
:
Management of staff and  PAS system.  Logistical procurement.  Management of transit and warehouse. Asset and fleet management.  Management of budget and expenditure.

ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/98
:
CORRECTIONAL OFFICER:  WORK STUDY PRACTITIONER



Directorate:  HR Planning

SALARY
:
R106 335 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
National Certificate or Diploma in Management Services (Previously known as Organization and Work Study).  Training as work study practitioner.  Computer literate.  Valid drivers’ license.  Knowledge of work study techniques.  Knowledge of the PFMA, regulations, policies and procedures.  Analytical, problem solving, report writing, listening, communication and research skills.

DUTIES
:
Undertaking of organization and work study investigations within DCS.  Conduct work study investigations and ad-hoc feasibility studies. Determine post establishment requirements. Conduct investigations related to service delivery, efficiency improve-ments, programmes and change interventions.  Develop, review and advice on job descriptions and job specifications.  Design/redesign forms and the execution of forms control.  Conduct investigation on the alignment of work processes, system, policies, practices and procedures.  Undertaking of labour saving/equipment investigations within DCS.  Determine the most suitable labour saving devices/equipment for the branches and regions.  Determine the cost-benefit analysis on labour saving devices/equipment.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 35/99
:
CORRECTIONAL OFFICER:  ADMINISTRATION CLERK


Directorate:  Production Workshops And Agriculture

SALARY
:
R106 335 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 or equivalent certificate.  Sufficient applicable administrative experience.  Good communication, writing, typing and computer skills in MS Office.  (must have typing speed of at least 40 words per minute – typing speed of successful shortlisting candidates will be tested).  Ability to work under pressure in a professional and friendly manner.

DUTIES
:
Manage procurement processes of all stationary and office equipment.  Undertake typing for the sub-directorate:  agriculture.  Management of travelling allowances and claims.  Act as duty clerk (managing of attendance register and management of Z8 leave forms).  Managing the filing, updating and safe keeping of correspondence and records.  Provide an organizational support function to the sub-directorate.  Administer the monthly agriculture reporting system.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 35/100
:
CORRECTIONAL OFFICER:  HR ADMINISTRATION


Western Cape Region
SALARY
:
R106 335 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Grade 12 or equivalent certificate.  Experience in human resource administration.  Good communication, interpersonal and writing skills.  Ability to work under pressure in a professional and friendly manner.

DUTIES
:
Administration of human resources. Assisting in technical preparation of documents with regard to appointment, recruitment and selection.  Arrangement of meetings.  Administration of personnel administration, finances and primary measurements
ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region

POST 35/101
:
CORRECTIONAL OFFICER:  ADMINISTRATIVE SECRETARY



Directorate: Building And Maintenance
SALARY
:
R85 362 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 coupled with typing competencies.  Secretariat diploma and office administration will be an added advantage.  Functional PC skills in MS Office Suite including Word, Excel, PowerPoint and Outlook.  Effective administrative, orgainzational and communication skills at all levels.  Ability to work both independently and as part of a team.  Good interpersonal relations.  Ability to work under pressure.  

DUTIES
:
Provide general office administrative support functional to the Directorate.  Maintaining a proper filing system.  Organizing office logistical matters including travel arrangements for the Director.  Administering the Director’s diary, coordinating the office programme and acting as a general receptionist.  Abstracting and preparing information and support data for meetings, project, presentations and reports.  Drafting and typing correspondence/ documents including PowerPoint presentations.  Organizing meetings/ workshops and taking minutes during the meetings.  Liaison with stakeholders regarding office operations.  Relieving the Director of various administrative duties.  Administer office expenditure including submission of claims for subsistence and travel allowance.
ENQUIRIES
:
Ms Malotane M J (012 307 2540):  National Head Office

POST 35/102
:
CORRECTIONAL OFFICER:  SECRETARY



Directorate:  Equity



Directorate: Management Secretariat

SALARY
:
R85 362 annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 and relevant experience as a secretary.  Good communication and inter-personal skills.  Computer literate with excellent understanding of Windows 98/2000, MS Word, Excel, Outlook and Power Point.  Ability to work under pressure and willingness to work overtime. 

DUTIES
:
Answer and screen telephone calls.  Type/compile memorandums and presentations.  Execute office and general administrative duties.  Manage electronic document tracking system.  Acknowledge receipt of documents.  Assist with filing system.  Maintain diary and manage appointments. Record and issue minutes. Arrange meetings/conferences/-workshops with relevant stakeholders including private sector representatives upon request.  Make all transport arrangements for conferences, courses, meetings and hearings away from the office.  Ensuring submission of travel claims for the director.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

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

OTHER POSTS

POST 35/103
:
DEPUTY DIRECTOR: REGULATION AND POLICY (AP182/2007)
SALARY
:
Flexible remuneration package of R369 000 per annum. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate a Bachelors Degree or an equivalent qualification in natural/ environmental sciences, public administration or law. Appropriate experience in management and a working knowledge of environmental matters relating to pollution and waste management. Sound understanding of the legislative framework governing pollution and waste management and legislative processes, as well as experience in policy development. A solid background in Project Management will be an added advantage. Technical Skills Required: Negotiation skills, networking skills, good interpersonal relations, Conflict management skills, Communication skills (written and verbal).Ability to work independently and efficiently under pressure. Ability to work to interact at all levels with internal and external stakeholders.

DUTIES
:
Manage the development of national policies and strategies on pollution and waste management. Manage the development of national legislation and regulations on pollution and waste management. Manage the development of appropriate norms and standards for all aspects of pollution and waste management. Ensure that provincial environmental departments draft legislation and regulations that are aligned to national policy. Ensure that municipalities draft by-laws that are aligned to national policy. To ensure that domestic legislation supports ratified international agreements. Liaise with line functions in the development of national policies, strategies and legislation on pollution and waste management. Ensure public participation in processes for the development of national policies, strategies and legislation on pollution and waste management. Participate in departmental and government forums on law reform and legislative process. Manage projects within the Sub-directorate. Manage stakeholder relationships. Establish and maintain internal controls and reporting systems in order to meet performance goals. Provide support to cooperative governance structures and processes. Promote interdepartmental coordination on regulatory processes. Provide support to key stakeholders on regulation and policy.

ENQUIRIES
:
Mr Obed Baloyi Tel: (012) 310-3833

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

FOR ATTENTION
:
Ms S Mateta

CLOSING DATE
:
17 September 2007

POST 35/104
:
ASSISTANT DIRECTOR: REGULATION AND POLICY (AP 430/2006)
SALARY
:
R196 815 per annum (Total salary package of R269 042 p.a./conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor's Degree or an equivalent qualification in natural / environmental sciences, public administration or law. The incumbent must have a minimum of 2 years' working experience in the field of pollution and waste management.  S/he must have an understanding of the policy and legislative framework governing pollution and waste management and legislative processes. Experience in policy development and/or project management will be an added advantage. Skills required: Negotiation skills, good interpersonal relations, well-developed communication skills, and excellent project management skills. The incumbent must be able to work independently and efficiently under pressure.

DUTIES
:
To support the development of national policies and strategies on pollution and waste management. To support the development of national legislation and regulations on pollution and waste management, To support the development of appropriate norms and standards for all aspects of pollution and waste management. To encourage provincial environmental departments to draft legislation and regulations that are aligned to national policy. To encourage municipalities to draft by-laws that are aligned to national policy. To assess that domestic legislation supports ratified international agreements. To liaise with line functions in the development of national policies, strategies and legislation on pollution and waste management. To promote public participation in processes for the development of national policies, strategies and legislation on pollution and waste management. To participate in departmental and government forums on law reform and legislative processes.

ENQUIRIES
:
Mr Obed Baloyi Tel: (012) 310-3833

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

FOR ATTENTION
:
Mr B Mthombeni

CLOSING DATE
:
10 September 2007

POST 35/105
:
2 X ASSISTANT DIRECTOR: BILATERAL INTERNATIONAL RELATIONS

SALARY
:
R157 686 per annum (Total inclusive package of R 221 566 per annum/ conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors degree or equivalent qualification, relevant management experience, an understanding of the tourism industry, computer literacy and good communication skills. Project management skills, leadership abilities, analytical and problem solving skills, policy formulation skills, financial and administrative procedures.

DUTIES
:
Support the Deputy-Director: Bilateral International Relations in the management of the sub-directorate. Assist in the co-ordination of projects arising from bilateral engagements, assisting in addressing challenges relating to implementation of bilateral engagements, provide implementation support for South African Tourism’s marketing efforts, assist in the aligning of bilateral inputs with agreed obligations and compile the international tourism events calendar in line with the seasonal plan. Planning and organising the programs of the sub-directorate. Manage information and documentation from the public and private sector establishments: assist in the management of projects, as well as, represent the sub-directorate at internal and external meetings and respond to ministerial, direct disposals and general enquiries.

ENQUIRIES
:
Ms Zukiswa Nkhereanye Tel: (012) 310 3758

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

FOR ATTENTION
:
Ms P Diphaha

CLOSING DATE
:
17 September 2007

POST 35/106
:
SENIOR ADMINISTRATIVE OFFICER: BUILDING AND ENERGY MANAGEMENT X2 (AP 91/2007) 

SALARY
:
R132 054 per annum (Total package of R190 466 p.a)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree in Buildings and Energy Management.  Candidates must have at least 5 years proven buildings / energy management experience. Candidates with completed apprenticeship and proof of passing a trade test in terms of the provisions of Section 13(2) (h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the related Section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 27 of the said act will receive preference. Candidate should demonstrate familiarity with the Occupational Health and Safety Act, 84/ 1993 as mended. In addition to the above minimum requirements, candidate should have sound knowledge of buildings / energy management, good planning, organizing and communication skills as well as advanced computer literacy.  Strong supervisory and project management skills, knowledge of relevant legislation, policies and procedures will be an advantage

DUTIES
:
The successful candidate will be responsible for: ( Assist in the administration of building and energy functions ( assist in implementing energy efficiency measures ( administer leases and service contracts / service level agreements ( organise awareness campaigns. 

ENQUIRIES
:
Ms N Ngcobo Tel: 310- 3933

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

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

CLOSING DATE
:
17 September 2007

POST 35/107
:
SENIOR STATE ACCOUNTANT REF: MCM 71/2007
SALARY
:
R132 054 per annum (All inclusive package of R190 466.00 per annum)

CENTRE
:
Cape Town

REQUIREMENTS
:
A three year Degree/Diploma or equivalent qualification in Financial Accounting field plus relevant experience. Knowledge of the PFMA, Treasury Regulations and Accrual Accounting. Knowledge of financial delegations. Knowledge of financial systems e.g. Pastel, Oracle, Mast. Computer literacy in MS Office. Good communication, report writing, analytical, problem-solving and organizational skills.  Ability to work under pressure and in a team. 

DUTIES
:
The successful candidate will be responsible for the following main objectives: Co-ordinate the debtor control section. Control and supervise all levies and harbour fees owed by right holders to the Department. Responsible for the effective and timeous reconciliation of ledger suspense accounts related to the debtors control. Ensure compliance with the PFMA, financial policies, prescripts and internal policies with regards to the receipt and safe custody of state monies. Ensure ongoing staff development (skills transfer).

ENQUIRIES
:
Mr. W. Rooifontein Tel – 021 402 3046

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

FOR ATTENTION
:
6th floor Registry: Integrated HRM

CLOSING DATE
:
14 September 2007

POST 35/108
:
ADMINISTARTIVE OFFICER: PROVINCIAL PROJECT ADMINISTRATOR 



Directorate: Project Implementation (Ap 546/2007)

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, self supervision. 

DUTIES
:
The successful applicant will be responsible for the following key performance areas: Provide general administrative support to the Provincial Project Manager and the Regional Office ; Provide logistical support to the Regional Office; Ensure  effective and efficient functioning of the Office; Provide secretarial support ; Arrange internal and external meetings; Assist with proper distribution of documents in a prompt and confidential manner; Maintain the filing system; Communicate with clients and stakeholders., Make traveling arrangements, arrange refreshments, Handle generic inquiries and Liaise with clients and stakeholders.

ENQUIRIES
:
Mr T. Masutha Tel 012 310 3538

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

FOR ATTENTION
:
Ms N Sebola

CLOSING DATE
:
17 September 2007

POST 35/109
:
SENIOR ACCOUNTING CLERK III REF: MCM 73/2007
SALARY
:
R85 362 per annum (All inclusive package of R133 813. per annum)

CENTRE
:
Cape Town

REQUIREMENTS
:
Senior Certificate or equivalent qualification plus relevant experience. Knowledge of PFMA, Treasury Regulations, and Accrual Accounting. Experience in debtor administration and follow up procedures. Computer literacy in MS Office. Excellent communication skills (written and verbal). Ability to work under pressure. he following would be an added advantage: Relevant Degree/Diploma Knowledge of Generally Accepted Accounting Practice (GAAP) Knowledge of Generally Recognised Accounting Practice (GRAP) Knowledge and/or experience in ERP based systems, i.e. ORACLE/SAP

DUTIES
:
The successful candidates will be responsible for the following main objectives: Debtor administration. Assist with the drafting of a debt policy. Liaise with stakeholders in the fishing industry. Attend to debtor queries. Follow up on outstanding debtors. Distribute debtor statements on a monthly basis. Assist with cashier’s duties. Assist with audit queries. Assist with month-end and year-end processes.

ENQUIRIES
:
Mr. W. Rooifontein tel – 021 402 3046

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

FOR ATTENTION
:
6th floor Registry: IHRM

CLOSING DATE
:
14 September 2007

ANNEXURE C
DEPARTMENT OF HEALTH

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

APPLICATIONS
:
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 (previous 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 not comply with the requirements, will not be considered.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). The department reserves the right not to fill the post. The successful candidate will be subjected to security clearance procedures. Applicants are respectfully informed that correspondence will be limited to short-listed candidates only. If notification of an interview is not received within three (3) months after the closing date, candidates may regard their application as unsuccessful. The Department will not be liable where applicants use incorrect/no reference numbers on their applications. 

MANAGEMENT ECHELON

POST 35/110
:
CLUSTER MANAGER: PARTNERSHIPS AND SANAC SECRETARIAT


Cluster: Partnerships and SANAC Secretariat

SALARY
:
Remuneration package of R591 510 per annum (including choice of basic salary of 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 applicable guidelines of the Senior Management Service.

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate recognised three-year Degree in Public Health, Management, Social or Natural Sciences is an absolute requirement for this position. A post-graduate qualification will be an added advantage. Experience in the field of HIV and AIDS and understanding of policy development and strategic planning are crucial. Experience in dealing with multi-sectoral stakeholders including government, civil society, business, multilateral, bilateral and development agencies is essential. Excellent communication skills (written and verbal) and computer literacy. The successful candidate must also be prepared to travel nationally and internationally. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
The Cluster Manager will head the National AIDS Council Secretariat and will be responsible for management of the affairs of the council and implementation of its policies *The secretariat is the implementing arm of the National AIDS Council and is responsible for performing duties as directed by the council and supports the council in implementing its mandate of advising government on HIV and AIDS policy and related matters, fostering and strengthening of partnerships, ensuring monitoring and evaluation of the National Strategic plan and ensuring dissemination of information on sectoral interventions on HIV and AIDS *The Cluster Manager will manage the multi sectoral response to HIV and AIDS, support resource mobilization and management for the multi-sectoral national strategic plan, manage funds for the activity reports from various sectors, ensure collection and analysis of periodic and progress reports, provide technical support and capacity building to sectors, ensure sectoral and donor coordination, support social mobilization and advocacy activities of sectors *The Cluster Manager will also be responsible for the management of the government resources used to support Non-Governmental Organizations.

ENQUIRIES
:
For further information regarding the post, please contact Ms MK Matsau at tel (012) 312 0658 or (012) 312 0659.

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

OTHER POSTS

POST 35/111
:
PRINCIPAL FORENSIC ANALYST


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



Cluster: Non-Communicable Diseases: Directorate: Forensic Pathology Services: Forensic Chemistry Laboratory

SALARY
:
R157 686 per annum (plus competitive benefits)  

CENTRE
:
Pretoria.

REQUIREMENTS
:
A three year BSc (or equivalent) with chemistry as a major subject. Proven extensive experience in toxicology analyses and analytical instruments such as gas chromatography (GC), mass spectrometry (MS) and high performance liquid chromatography (HPLC) and associated software packages, laboratory accreditation and laboratory safety. Extensive knowledge regarding toxicology analysis, including sample preparation for analyses for example solid phase extraction (SPE) and microwave digestion, statistical evaluation and interpretation of data created by using analytical techniques such as those mentioned under duties below in experience requirements. Extensive experience in solving forensic scientific problems and of advanced method development. Knowledge of the Criminal Procedures Act, Health and Safety Act. Basic knowledge of judicial systems and court procedures. Knowledge of ISO17025 and its use in the laboratory. Good communication skills (written and verbal) in the English language. Good interpersonal skills. Computer literacy. A valid code 08 (Code B) driver’s licence. Candidates will be subjected to a practical test to determine their liquid and gas chromatography and mass spectrometry, sample preparation and compound identification abilities/skills, as well as computer skills.  

DUTIES
:
Preparation of samples for analysis, this includes activities such as grinding, weighing, chemical treatment, heating, filtration, evaporation, distillation, digestion (wet, dry, microwave), solid phase extraction *Analysis of samples by means of certain processes and methods including, gas chromatography, high performance liquid chromatography, capillary electrophoresis, visual inspection, mass spectrometry, polarography, liquid chromatography, wet chemistry, spectrophotometry, atomic absorption spectroscopy, thin layer chromatography, etc. *Statistical evaluation and interpretation of data as well as interpretation of analytical data and calculation of results by means of mathematical formulae *Record sample information, complete and review analyses, statistical analysis, reviewing of reports, issuing of reports, certificates and affidavits *Give evidence in courts of law *Attend lectures, seminars and short courses, visit academic libraries *Assist in construction of standard operating procedures *Operation, maintenance and record keeping of all information and data associated with instrumentation *Advanced method development and validation on instrumentation *Creating working instructions *Mini-project management, assist with Health and Safety, accreditation, Reference standards laboratory *Assist with training and skills development *Assist with administration duties e.g. specifications and submissions of equipment.

ENQUIRIES
:
For further information regarding the post, please contact Ms Alida Grove at tel. (012) 322 6600. 

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

POST 35/112
:
MESSENGER/DRIVER


Office of the Deputy Minister of Health

SALARY
:
R49 665 per annum (plus competitive benefits) 

CENTRE
:
Cape Town. 

REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification. Experience in driving particularly in Cape Town and surrounding areas. Basic knowledge of office administration. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
Driving, collecting parcels, documents, etc. *Be an alternate driver for the Deputy Minister when Protector is off duty *Shuttling from airport to the office *Filing, faxing and relieving at switchboard *Assist in compiling procurement requests and logistics.

ENQUIRIES
:
For further information regarding the post, please contact Ms JR Makhanya tel. (012) 312 0924.

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

ANNEXURE D
INDEPENDENT COMPLAINTS DIRECTORATE

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

APPLICATIONS
:
Independent Complaints Directorate Private Bag X 941 Pretoria 0001

FOR ATTENTION
:
Ms O Mazibuko

CLOSING DATE
:
14 September 2007
NOTE
:
Applications should be submitted on a Z83 obtained from any Public Service Department, accompanied by a comprehensive CV, certified copies of qualifications. 

OTHER POST

POST 35/113
:
REGISTRY CLERK
SALARY
:
R58 290 per annum 

CENTER
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification. Relevant experience. Computer literacy. Knowledge of National Archives and Records Service Act, The Public Finance management Act and the Promotion of Access to Information Act. Organizational, verbal and writing skills. Must be able to work in a team. A valid driver’s license.

DUTIES
:
Key competencies include: Keep Departmental Filing System up-to-date Update and Maintain files, open post and files Distribute incoming documents Pend files according to the pending system Responsible for operating and control over the franking machine Disposal and auditing files Collect and deliver documents (fetch post /parcels)

ENQUIRIES
:
Ms S Makwela @ (012) 423 1412

ANNEXURE E
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.

CLOSING DATE
:
17 September 2007 (late applications will not be considered)
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. A SAQA evaluation report must accompany foreign qualifications. The CV to be typed and completed by all applicants is available on the DOJ website www.doj.gov.za or at any DOJ&CD sub-office and this typed CV 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.  Candidates are expected to avail themselves for interviews and assessments at a date and time determined by the Department. If you do not hear from us within 3 months of this advertisement, please accept that your application has been unsuccessful. The department reserves the right not to fill these positions. 

OTHER POSTS

POST 35/114
:
DEPUTY DIRECTOR: QUALITY MANAGEMENT REF: 07/372/RM
SALARY
:
R311 358 – R360 909 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 Economic Sciences or in Administration; Specialization in Total Quality Management or Operations Management or Costing and Managerial Finance will be an advantage; Five years experience in Operations and Quality Management or Organizational Performance Management or Costing and Managerial Finance; Experience in risk management will be an added advantage; A valid driver’s license; Willingness to work irregular hours. Skills and Competencies: Advocate of team work and good interpersonal relations; Good communication skills (written and verbal); Research and Analytical skills; Accuracy and attention to detail; Computer literacy (MS Office); Facilitation and Presentation skills.

DUTIES
:
Implement and maintain a quality management system in line with ISO 9000 (9001:2000); Liaise with stakeholders in their areas of responsibility to ensure quality management systems are implemented and maintained; Assist in running of quality management awareness programme; Ensure that Project Quality Management systems are implemented and maintained; Coach Managers in implementation of quality improvement initiatives to improve quality of project management as well as quality of project product; Assist senior managers in execution of Risk Management processes;  Monitor and evaluate the implementation of the Quality Management policy and strategy; Assist in review and monitoring of overall performance to ensure continuous improvement; Liaise with Auditors and assist in the implementation of audit recommendations.

ENQUIRIES
:
Ms N M Nyubuse ( (012) 315 1031

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.

POST 35/115
:
PERSONNEL PRACTITIONER: LABOUR RELATIONS REF NO. 07/16/KZN
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office: Durban

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 plus five years experience in Labour Relations and Human Resource Management within the Public sector; Knowledge of Departmental policies and procedures, Labour Relations Act, Employment Equity Act, Skills Development Act, Public Service Regulations, Public Service Regulations, Public Service Act and Human Resources procedures; A valid driver’s license. Skills and Competencies: Computer literacy(MS Office); Good Communication skills (verbal and written); Excellent interpersonal relations and problem solving skills; Ability to work under pressure; Ability to deal with officials at  all levels; Report writing; Analytical thinking and conflict management.

DUTIES
:
Handle administrative processes with regard to Labour Relations and grievances; Co-ordinate disciplinary hearings; Implement disciplinary and grievance procedures in the Department; Dispute resolutions and conduct investigations; Provide information / advice to management; Represent the Department at  Arbitrations and / or conciliations at GPSSBS and CCMA; Write reports and submissions; Responsible for all aspects relating to Labour Relations.  
ENQUIRIES
:
Ms N. Naidoo
( (031) 301 5330
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
POST 35/116
:
SENIOR TYPIST 
REF: 07/371/SA
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as a passed subject; Two years experience as a Typist; Minimum typing speed of 35 wpm as well as a Word Processing course successfully completed; Short-Listed candidates will be required to pass a typing test. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Good interpersonal relations; Accuracy and attention to detail; Ability to liaise with team members.

DUTIES
:
Type and send faxes; Answer incoming telephone calls and take messages; Control diaries for meetings and appointments; Take minutes and plan meetings and schedules; Dictaphone typing; Support services to Attorneys viz, attend to incoming and outgoing correspondence and assist with filing; Perform other administrative duties as required.

ENQUIRIES
:
Mr J C Hechter ( 051 400 4315

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.

POST 35/117
:
SENIOR TYPIST
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement

CENTRE
:
Magistrates Commission, Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification with typing as a passed subject; Two years relevant experience; Knowledge of public service rules and regulations will be an advantage; Minimum typing speed of 35 wpm; An appropriate word processing course successfully completed; Short-listed candidates will be required to pass a typing test.  Skills and Competencies: Computer literacy (MS Word); Fluency in at least two official languages, including English; Communication (verbal & written); Accuracy and attention to detail; Ability to deal with matters competently, professionally and tactfully.

DUTIES
:
Type correspondence, documents and legislation; Perform reception functions; Answer telephone and take messages; Make appointments; Attend to queries, administration and such other duties as may be allocated from time to time.

ENQUIRIES
:
Mr G M Mfundisi – 012 325 3951

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Secretary:  Magistrates Commission, P O Box 9096, Pretoria, 0001 OR Physical address: The Magistrates Commission, 5th Floor, “Die Meent” Building, c/o Pretorius and Andries Streets, Pretoria.

ANNEXURE F
DEPARTMENT OF LAND AFFAIRS

The Department reserves the right not to appoint any applicant in this position. Persons with disabilities are encouraged to apply. The Suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s Employment Equity Plan.

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

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

OTHER POST

POST 35/118
:
PRINCIPAL SURVEY OFFICER (REF: S8/3/2007/911)
SALARY
:
R106 335 per annum 

CENTRE
:
Office Of The Surveyor-General: Pretoria

REQUIREMENTS
:
Applicants must have a Senior Certificate and successfully completed the structured Training Course for Survey Officers as well as appropriate working experience *Knowledge of the Cadastral Information System including GIS experience will be an advantage *Extensive experience in Technical Examination of cadastral documents and the maintenance of the cadastre is essential.

DUTIES
:
The successful candidate will be required to perform the following functions: *The technical examination for approval of surveys performed in accordance with the Land Survey Act No 8 of 1997, the Sectional Titles Act No 95 of 1986 and the Regulations promulgated under these Acts *The capturing, preservation and maintenance of all records already approved, including the compilation and amendment of plans as may be required *The issuing of survey data to Land Surveyors in terms of Regulation 2 of the Land Survey Act as well as assisting the general public with queries related to the cadastre *Training of other junior staff members *Scrutiny of work completed by junior staff.

NOTE
:
African females and African males are encouraged to apply

ANNEXURE G
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng / Ms E Lethole
CLOSING DATE
:
14 September 2007 

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

OTHER POST

POST 35/119
:
SENIOR PERSONNEL OFFICER (5 MONTH CONTRACT) 
SALARY
:
R68 955 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
Grade 12 Certificate, PLUS the following key competencies:(Basic understanding of Persal(Data capturing(Basic understanding of performance Management and Development System(Policy interpretation(Identification of policy short comings(Basic Understanding HRM prescripts in the Public Service (Skills:(Computer literacy(Basic presentation skills (Communication: Good communication skills (verbal and written) (Ability to communicate at all levels National Diploma/B degree in HRM will be an added advantage

DUTIES
:
Assist with the preparation of books during interviews(Invite candidates to interviews(Book venues for meetings and interviews(Coordinate the preparation of different reports(Facilitate booking for transport and accommodation(Assist with all other logistical arrangements(Take minutes during meeting/interviews(Process invoices/claims(Receive applications(Assist with the filing of documents(Inform, guide and advise departmental personnel and address enquiries. 

ENQUIRIES
:
Mr N Maleka ( (012) 317 8698

ANNEXURE H
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

APPLICATIONS
:
Forward applications, to Human Communications, P O Box 1305, Rivonia 2128 or e-mail to: Response@humancommunications.co.za,alternatively applications may be faxed to 086 510 4804.To verify that your application has been received, please contact Shu’Aib at (011) 807-3260. Please note that this number is NOT for general enquiries. The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communications.
NOTE
:
Applications must be submitted on form Z.83 accompanied by copies of qualification(s), Identity Document (certified in the past 12 months.) Proof of citizenship if not RSA citizen, a comprehensive CV, indicating three reference persons with the following information: name and contact numbers ( an indication of the capacity in which the reference is known to the candidate. Reference checks will be done during the selection process. Failure to submit these copies will result in the application not being considered. 

OTHER POSTS

POST 35/120
:
ASSISTANT DIRECTOR: LOGISTICS
SALARY
:
R196 815 per annum Annual progression up to a maximum salary of R228 492 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B degree or equivalent qualification. Demonstrated knowledge of and experience in Government procurement administration, tender administration, warehouse management and asset management. Strong leadership and supervisory abilities. Ability to work independently and under pressure. 

DUTIES
:
Manage procurement administration and payments, tender administration, contract administration, supplier database management, warehouse management. Assist as system controller on the LOGIS system.

ENQUIRIES
:
Ms M Rasebopye Tel: (012) 336-1014

CLOSING DATE
:
Monday, 10 September 2007

POST 35/121
:
ASSISTANT DIRECTOR: OFFICE OF THE DG
SALARY
:
R157 686 per annum Annual progression up to a maximum salary of R183 066 is possible subject to satisfactory performance

REQUIREMENTS
:
A Bachelor’s degree (or equivalent qualification) plus appropriate  experience in a similar environment. Thorough knowledge of Government systems and processes. Excellent writing, communication, networking and organisational skills. Problem solving, analysis and flexibility. Hardworking and highly motivated. Willing to work long hours when required and able to work under pressure.

DUTIES
:
Provide secretariat services to management meetings and other meetings. Render logistical support. Draft minutes and agendas. Co-ordinate and consolidate departmental inputs. Co-ordinate inputs for briefing notes to be used by the DG. General administration. Handle ad-hoc tasks

ENQUIRIES
:
Ms M Phalane, tel. (012) 336-1291

CLOSING DATE
:
Monday, 10 September 2007

POST 35/122
:
SUPPLY CHAIN CLERK: REQUISITIONS
SALARY
:
R85 362 per annum Annual progression up to maximum salary of R99 108 per annum is possible subject to performance

REQUIREMENTS
:
Senior Certificate (Grade 12) and/or equivalent qualifications plus credible experience in the field of procurement. Successful completion of PAS/Logis courses will be a recommendation. Very good verbal and written communication skills and the ability to communicate to service providers. Computer literacy.

DUTIES
:
Maintain and authorise orders according to approved procurement advice (PA). Inform Chief Users/Storekeeper if PA or quotation is rejected. Ensure the correct placement of orders. Maintain open communication to suppliers. Review requisitions (incoming requisition handling). Inviting and evaluating of quotations. Supervise stores/warehouse.

ENQUIRIES
:
Julia Senosha, Tel: (012) 336 1083

CLOSING DATE
:
17 September 2007

ANNEXURE I
DEPARTMENT OF PUBLIC WORKS

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

[image: image1.jpg]



CLOSING DATE

07 September 2007

NOTE
:
If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. People with disabilities are encouraged to apply. Applications should be submitted on Form Z83, obtainable from any Public Service Department and must be accompanied by a comprehensive CV, certified copies of qualifications and identification document. Should you not hear from us within the next two months, please regard your application as unsuccessful. Please forward your application, quoting the relevant reference number, to the address mentioned at each post. Note: It is the responsibility of all applicants to ensure that foreign and other qualifications are evaluated by SAQA. Recognition of prior learning will only be considered on submission of proof by candidates. Kindly note that your appointment is subjected to verification of qualifications and a security clearance. NB: no faxed or e-mailed applications will be accepted.

MANAGEMENT ECHELON

POST 35/123
:
Director: Vuk’uphile PROGRAMME: EPWP Ref 2007/882


Job Purpose: To manage the implementation of the Vuk’uphile Programme and site supervisor learnership programme across all the sphere of government.

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

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Engineering, Built Environment and or Project Management related field. (A post graduate qualification will be an added advantage) Extensive relevant years experience in built environment and contractor development. He/She must have the following skills: Executive management skills, sound analytical and problem identification and solving skills, advance communication, language proficiency, advanced report writing, research methodologies, financial administration, financial analyses, organising and planning, computer literacy, programme and management, time management, decision making skills, conflict management, Policy formulation , motivational, negotiation, and influencing. An assertive, resourceful, energetic, and helpful. Ability to work effectively and efficiently under sustained pressure. Ability to meet tight deadlines whilst delivering excellent results. Ability to communicate at all levels, particularly at an executive level. Understanding of Project Management and Construction Industry. Knowledge in Labour-intensive construction methods, Programmes design and management. Understanding of the structure and the functioning of the department and government. Extensive travelling.

DUTIES
:
The effective management of the Vuk’uphile Programme. To develop and formulate strategy on the efficient management of Vuk’uphile programme. Assist in identifying areas that need improvement. To identify and recruit potential public bodies that can can contribute in the Vuk’uphile programme. Manage the relationship with the external stakeholders, especially DOL, CETA, Public Bodies and Mentors. Ensure the provisioning of effective mentorship to the participants in the programme. Ensure that the work is carried out according to EPWP Policies and Guidelines. Compile .and submit the updated reports on progress and management of large projects. To ensure effective monitoring and reporting on the implementation of Vuk;uphile programme. Develop and implement innovative funding and quality assurance models for the programme. Ensure improved performance of staff on the current projects

ENQUIRIES
:
Mr B Gxilishe, Tel (012) 337 3115

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

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

OTHER POSTS

POST 35/124
:
CHIEF CIVIL ENGINEER PROFESSIONAL SERVICES REF 2007/826
SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An appropriate tertiary Bachelor’s degree in Civil Engineering. Professional registration with the Engineering Council of South Africa. In-depth knowledge and at least 5 years appropriate experience in civil engineering. A valid driver’s license. Good technical and innovative problem solving abilities. Computer literacy. Good verbal / written communication skills. Good interpersonal skills. Must be prepared to travel

DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all civil engineering services (consultants as well as in-house). Give guidance and advice to other personnel, consultants and contractors and exercise control regarding the implementation of all relevant Acts, Regulations and the maintenance and commissioning of equipment, systems and installations. Civil Engineering functions: Compile specifications and schedules for all types of civil engineering projects. Investigate projects to determine the cause of non-compliance and failures of specific designs and to address the problems. Provide technical support to project managers in evaluating effectiveness and/or efficiency of solutions offered by Consultants. Determine cost efficiency of civil engineering projects and life cycle costing. Audit functions: Monitor performance of and exercise control over appointed consultants in connection with design and execution of work, as well as maintenance to existing infrastructure. Check tender documentation prepared by Consultants for inviting tenders. Evaluate construction activities to ensure that the consultants’ design (s) are executed and performed to acceptable standards. Oversee that legal and environmental requirements are adhered to during the construction phase of projects. Scrutinize and approve final accounts of engineering services. Scrutinize and approve fee accounts of consulting engineers. Training functions: Mentor and ensure registration of departmental professionals and technicians with the appropriate professional body.

ENQUIRIES 
:
Mr. B Veldsman Tel: 051 400 8700 
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 35/125
:
CHIEF ELECTRICAL ENGINEER: REF 2007/825
SALARY
:
All inclusive salary of R 369 000 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
A recognised Bachelor’s degree in Electrical Engineering or equivalent qualification. Professional registration with the Engineering Council of South Africa as a Professional Engineer as well as a Government Certificate of Competency in Electrical Engineering will be an advantage. In-depth knowledge and 5 years appropriate experience gained in Electrical Engineering. Appropriate and good understanding of all relevant legislation and construction industry contracts. Well-developed detail and engineering observation and design skills. Strong analytical and built environment skills. A valid code 08 driver’s licence. Goal orientated organisational skills. Good technical and innovative problem solving abilities. Computer literacy. Knowledge of Project Management. Good human relations. Good oral and written communication skills
Duties
:
Provide technical support to project managers in evaluating effectiveness and/or efficiency of solutions offered by consultants. Maintenance of operational agreements between Client Departments and Department of Public Works. Monitoring standards of installations, operation, maintenance and records. Design of HT and LT electrical engineering services. Oversee that legal and environmental requirements are adhered to during the execution of projects. Apply and maintain norms, standards and cost matters relating to projects. Check tender documentation for inviting tenders. Monitor performance of and exercise control over appointed consultants in connection with execution of work, as well as maintenance of electrical installations. Scrutinise and approve fee accounts of consulting engineers. Scrutinise and approve final accounts of electrical services. Assist legal services with contractual matters relating to electrical contracts. Advise on the suitability of professional engineers for registration on departmental roster of consultants 
ENQUIRIES
:
Mr B Veldsman, Tel: (051) 4008781

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 35/126
:
CHIEF ELECTRICAL ENGINEER PROFESSIONAL SERVICES REF 2007/832

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
An appropriate Bachelor’s degree in Electrical Engineer or equivalent qualification at that level. Registration with the Engineering Council of South Africa as a Professional Engineer as well as a Government Certificate of competency in Electrical Engineering. Relevant years of experience, clearly demonstrating a good understanding and competence in most facets of the practices, construction methods, techniques and systems applied in the full spectrum of the electrical and electronic engineering field found in the built environment. A thorough knowledge of and experience related to electrical services to buildings, street and area lighting, as well HT and LT reticulation systems, all access control systems, CCTV systems, Electrical monitor systems used on fences in correctional services. A good understanding of construction industry contracts and all relevant legislation, experience in the implementation of the Occupational Health and Safety Act, 1993, is highly recommended. 
DUTIES
:
Review and evaluate Electrical Engineering Consultant’s designs, drawings, details and tender documentation against best practice norms as applicable to new, rehabilitation and/or maintenance contracts and ensure compliance with Departmental requirements.  Provide technical hands-on specialized support and technical reports to Project Managers in evaluating the effectiveness and efficiency of proposed electrical engineering designs, maintenance of operational agreements between Client Departments and Department of Public Works. Design and develop documentation for in-house projects as and when required. Determine cost efficiency of electrical engineering projects and life cycle costing.  Evaluate installation activities to ensure that the designs and specifications are executed and performed to acceptable standards.  Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects.  Monitor the commissioning of electrical engineering installations and services.  Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts. Assist legal services with contractual matters relating to electrical contracts.  Monitoring standards of installations, operations, maintenance and records.  Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects. Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts of electrical engineering services Advise on the suitability of professional engineers for registration on departmental roster of consultants.
ENQUIRIES
:
Mr W Wessels. Tel (012) 310 5966

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 35/127
:
CHIEF MECHANICAL ENGINEER PROFESSIONAL SERVICES REF 2007/828

SALARY
:
All inclusive salary of R369 000 per annum. 

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS 
:
Recognized Bachelor’s Degree in Mechanical Engineering. Professional registration in the mechanical discipline. A Government Certificate of Competency in Mechanical Engineering will be a recommendation. At least three (3) years appropriate experience, clearly demonstrating a good understanding and competence in most facets of the practices, construction methods and techniques and the systems applied in the full spectrum of mechanical engineering field found in the built environment.  A good understanding of all relevant legislation and construction industry contracts is needed. Well developed Detail and engineering observation skills. Strong analytical and built environment skills. Strong verbal and written communication skills Presentation and negotiation skills. Good financial management / budgetary skills. Interpersonal relations. Good training skills. Thorough knowledge and experience in pressure vessels, pumps, piping, heating, refrigeration and air conditioning, and knowledge of and experience in the implementation of the Occupational Health and Safety Act, 1993, is essential.

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

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

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 35/128
:
CHIEF QUANTITY SURVEYOR PROFESSIONAL SERVICES Ref 2007/829
SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An appropriate B degree in Quantity Surveying or equivalent. Professional registration as Professional Quantity Surveyor. Appropriate relevant years experience. A valid driver’s license. Strong analytical and built environment skills. Computer literacy. Good interpersonal relations. 

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

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

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 35/129
:
CHIEF QUANTITY SURVEYOR X2 PROFESSIONAL SERVICES Ref 2007/829

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate B degree in Quantity Surveying or equivalent. Professional registration as Professional Quantity Surveyor. Appropriate relevant years experience. A valid driver’s license. Strong analytical and built environment skills. Computer literacy. Good interpersonal relations. 

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

ENQUIRIES
:
Mr J Nyalungu, Tel (013) 753 6329
APPLICATIONS
:
The Regional Manager, Department of Public Works Private Bag X11280, Nelspruit, 1200 

FOR ATTENTION
:
Mr J Madonsela

POST 35/130
:
CHIEF STRUCTURAL ENGINEER PROFESSIONAL SERVICES Ref 2007/827

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An appropriate tertiary Bachelor’s degree in Engineering. Professional registration with the Engineering Council of South Africa. In-depth knowledge and at least 5 years appropriate experience in structural design. Experience in computer-aided drafting. Basic knowledge of OHSA. A valid driver’s license. Good verbal / written communication skills. Good interpersonal skills. Must be prepared to travel

DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all structural engineering services (consultants as well as in-house). Structural Engineering functions. Design reinforced concrete and steel structures of simple buildings. Prepare working drawings for reinforced concrete and steel structures. Compile specifications and schedules for all types of engineering structures on building projects. Quality control of structural work. Investigate structural problems to determine causes of failure / non-compliance and offer appropriate solutions. Provide technical support to project managers in evaluating efficiency of solutions offered by Consultants. Audit functions: Check tender documentation prepared by Consultants for inviting tenders. Monitor performance of and exercise control over Consultants in connection with design and execution of work, as well as maintenance to existing structures and infrastructure. Scrutinize and approve fee accounts of consulting engineers. Training functions: Mentor and ensure registration of departmental professionals and technicians with the appropriate professional body.

ENQUIRIES
:
Mr B Velsdman, Tel (051) 4008793

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 35/131
:
DEPUTY DIRECTOR FACILITIES MANAGEMENT REF 2007/837
SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Cape Town Regional Office

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

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

ENQUIRIES
:
Mr J Poto, Tel (012) 310 5059

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 35/132
:
DEPUTY DIRECTOR: KAM KEY ACCOUNTS MANAGEMENT REF 2007/853

SALARY
:
An all inclusive salary package R369 000 per annum

CENTRE
:
Nelspruit Regional Office

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

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

ENQUIRIES
:
Mr P Mashiane, Tel (013) 753 6303

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/133
:
DEPUTY DIRECTOR: PROPERTY DISPOSALS PROPERTY MANAGEMENT REF 2007/818

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Durban Regional Office

REQUIREMENTS
:
Recognized Legal or Town Planning Bachelor`s degree or equivalent qualification. Relevant years of experience in the property industry. Knowledge of land use and various town planning matters and related legislation. Knowledge and understanding of PFMA. Knowledge and understanding of procurement systems of Government. Analytical ability, strong communication skills, both written and verbal and good interpersonal skills. Computer literate. A valid Drivers Licence.

DUTIES
:
To pro-actively identify state-owned land in support of land reform opportunities. To identify and record all superfluous state-owned land and buildings earmarked for disposal. To interact with National Government Departments, the Provincial Government and Local Municipalities on various immovable property disposal matters. To ensure that socio-economic benefits of empowerment, changing the country`s skewed property ownership patterns and ensuring local development priorities, are integrated in all the disposal of the State`s fixed properties. To prepare the necessary Ministerial \ Treasury submissions i.r.o the disposal of state-owned property. To ensure that an integrated system exist to record all Ministerial \ Treasury approvals as well as monitoring all disposal transactions. In conjunction with the Sub-Directorate: Utilization and Contract Management ensure that all disposals are correctly captured in the property asset register. To represent the regional office in the Provincial State Land Disposal Committee.

ENQUIRIES
:
Ms NE Kunene, Tel (031) 3147109

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

FOR ATTENTION
:
Mr BE Mbatha

POST 35/134
:
DEPUTY DIRECTOR (RISK MANAGER) STRATEGIC MANAGEMENT UNIT REF 2007/823



Job Purpose: To drive the implementation of the risk strategy in conjunction with the PFMA risk manager. To conduct risk analysis work, developing and managing the DPW business risk profile in the core and supporting business. To ensure timely risk information is provided to strategic management. To collect and assess information regarding the implementation of the risk strategy.

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A B Degree/National Diploma. Knowledge and experience of Risk Strategy Development. Conceptual thinking - ability to grasp and develop vital concepts. Ability to research and extract high-level info from sources within the business and SMU. Auditing current business architecture status-ability to assess the current strengths and weaknesses of the business architecture and risk thereof. Ability to create electronic project plans, participate in project reviews, creating progress reports, quality assurance of deliverables, documenting and monitoring of project risks. Budgeting skills. Content review of deliverables. Risk Management skills. Business manager-relationship management. Negotiation skills. Ability to deliver presentations at an executive level. Documentation–effective written communication skills. Leadership skills. Knowledge Management-ability to share and enhance knowledge gained. Technical business knowledge of Immovable Asset Management. Understand the DPW strategy and Risk Strategy. Understanding O.D. principles. Understanding of work and method studies. Modelling and simulation techniques and principles. Ability to operate independently, Be able to interprete the Strategic Plan and develop a risk management plan for the department and related risk strategies.

DUTIES
:
To transAbility to operate independently, Be able to interprete the Strategic Plan and develop a risk management plan for the department and related risk strategies. late DPW Risk strategy and initiatives into an implementation framework.  Evaluate and prioritise risk analysis projects across DPW. Ensure that the risks attached to each business process are addressed in conjunction with the business analyst. Explore and suggest solutions to identified risks to strategic management. Providing input to change management components of projects. Performing research required to stay in touch with new business practice regarding risk strategies in Immovable Asset Management. Effectively administer risk analysis projects. Attend and participate in business integration team’s performance appraisals.

ENQUIRIES
:
Ms M. Fatyela, Tel. (012) 337 2361 

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 35/135
:
SENIOR PROJECT MANAGER PROJECTS REF 2007/847
SALARY
:
All inclusive salary package of R369 000 per annum 

CENTRE 
:
Nelspruit Regional Office

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

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

ENQUIRIES
:
Mr J Nyalungu, Tel (013) 753 6329

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/136
:
CONTROL INDUSTRIAL TECHNICIAN PROFESSIONAL SERVICES REF 2007/834

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
National Diploma (T-/N-/S-stream) A degree/ diploma or equivalent. A relevant experience in this field. A valid drivers’ license. Computer literacy. Knowledge and understanding of the following: Theory Electrical Design and Construction, Applicable Legislation and Requirements, Norms and Standards, Occupational Health and Safety Act as well as Building Regulations. Technical knowledge of the general built environment. Technical Aptitude and skills. Computer literacy (CAD, MS office). Ability to work with consultants, professionals and staff at various levels. Presentation and Project Management Skills. Interpersonal and diplomacy skills. Problem solving and decision-making skills. Experience in the management of staff.

DUTIES
:
Draft designs, prepare electrical and material schedules and ensure compliance of drawings with built regulations and other legal, occupational health and safety and environmental requirements. Evaluate consultant design and identify deficiencies and areas of non-compliance under site measurement to surveys and evaluate architectural structures. Determine and report progress, faults and snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. Establish and foster relations and communicate findings with clients. Support procurement-related processes. Administrate the record management system. Evaluate the drawings of technicians prior to submission to clients, administer employment related processes. Co-ordination of office administrative matters.

ENQUIRIES
:
Mr. R Lloyd Tel (012) 310 5080

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 35/137
:
ASSISTANT DIRECTOR PROPERTY DISPOSAL PROPERTY MANAGEMENT REF 2007/841

SALARY
:
R196 815 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
A degree/national diploma in Legal/Town and Regional Planning or related with relevant years of experience. Appropriate property-related experience. Knowledge and understanding of Property Act, Expropriation Act and other property legislation. Knowledge and understanding of Procurement systems in Government. Good verbal and written communication skills. Sound analytical and problem solving skills. Strong negotiation skills. Computer literacy. Knowledge of building inspections and valuation methods as well as an understanding of the real estate market and its trends.

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

ENQUIRIES
:
Mr P Mashiane, Tel (013) 753 6303

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/138
:
ASSISTANT DIRECTOR PROPERTY PAYMENTS REF 2007/836
SALARY
:
R196 815 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
An appropriate Bachelor’s Degree/ National Diploma or relevant qualifications, preferably in Finance and Accounting. A valid driver’s license. Computer literacy in Ms Word and Excel. Knowledge of PMS and BAS will be an added advantage. Relevant years of experience in property industry. Report writing and good communication skills, organising and problem solving abilities. Good communication skills, verbal and written. Good financial, interpersonal, analytical and budgeting skills. Ability to manage stakeholders, (i.e. municipalities, client departments and private individuals) Ability to work under pressure. 

Duties
:
Responsible for expenditure on properties through payment of rates and taxes, municipal services and incidental expenses. Implement property expenditure including rates, services, and lease payments in the region. Implement long–term strategies to contain municipal service expenditure. Assist in compilation of sub-directorate’s budget. Ensure sound property expenditure management system including minimisation of accounts payable to avoid fruitless, irregular and unauthorised expenditure. Ensure that an accurate asset register is in place and maintained regularly for use in processing expenditure for all state owned properties. Ensure that all financial transitions for the four stages of the life cycle of the property asset are recorded and monitored on the PMIS. Responsible for implementing strategies to ensure good audit reports. Supervise staff and manage their performance according to the PMS.  
ENQUIRIES
:
Mr HR Madyira, Tel:  (021) 402 2171

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

FOR Attention
:
Ms N Mtsulwana 

POST 35/139
:
ASSISTANT DIRECTOR– REGIONAL AUDITS INTERNAL AUDIT AND INVESTIGATION SERVICES REF 2007/835

SALARY
:
R196 815 per annum

CENTRE
:
Durban Regional Office

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

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

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

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 35/140
:
CONTROL INSPECTOR OCCUPATIONAL HEALTH & SAFETY (OHSA) PROJECTS & MAINTENANCE REF 2007/842

SALARY
:
R196 815 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate degree or equivalent qualification (National Diploma T/S or N stream) in the electrical environment or an appropriate N3 and have passed an official trade test successfully, plus appropriate post- qualification electrical experience. NOSA qualification will serve as a recommendation. Applicants must also be in possession of a Wiremen’s License. (Applicants who are registered as an Engineering Technician in terms of the regulations promulgated under section 14(1) or 14(2) of the Engineering Profession of SA Act, 1990 (Act 114 of 1990), may also apply. Relevant experience and  Extensive knowledge of electrical installations in buildings, plants electrical equipment used by contractors. Valid driver’s licence. Good verbal and written communication skills. Computer literate. Good interpersonal skills. Knowledge of enabling legislation relating to Occupational Health and Safety.

DUTIES
:
Co-ordinate the establishment of a Health and Safety Committee in the Regional Office. Ensure all safety representatives receive the necessary training by NOSA. Responsible for the execution of the provisions of the Occupational Health and Safety Act. Inspect electrical installation under the jurisdiction of the Department. Ensure that electrical installations and work done comply with the OHSA. Assist Project Managers with the clients’ responsibilities and policies related to the Construction Regulations. Travel to different sites to do inspections. Responsible for the general duties as set out in section 8and 12 of the Act. Ensure that all private contractors, who undertake services for the Department, comply with all safety aspects of the OHSA

ENQUIRIES
:
Mr J Nyalungu, Tel (013) 753 6329

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/141
:
PROJECT MANAGER (X3): PROJECTS AND TECHNICAL MAINTENANCE REF 2007/824

SALARY
:
Range from R157 686 to R196 815 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
Relevant recognized 4 years degree (B –Tech/National Higher Diploma) in any of the built environment disciplines (Architecture, Quantity Surveying, Engineering or Project Management) and a minimum of 2 years experience in the planning and managing of projects in the built environment Or National Diploma in any of the built environment disciplines (architecture, quantity surveying and engineering) and appropriate experience in the planning and managing of projects in the built environment.  Technical Certificates (minimum N3) including a trade test qualification. Project Management qualification and three years experience in the planning and managing of projects in the built environment. The candidate should be registered with the SA Council for Project and Construction Managers Profession. A valid driver’s license. Computer literacy. Knowledge and understanding of the following acts: Public Finance Management Act; Occupational Health and Safety Act as well as Building Regulations, Environment Conservation Act. Knowledge and understanding of the Government Procurement System. Good financial and budget skills. Sound analytical skills with good communication, both written and verbal.

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

ENQUIRIES
:
Mr B Veldsman, Tel. (051) 400-8718

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 35/142
:
PROJECT MANAGER X4 PROJECTS AND TECHNICAL MAINTENANCE REF 2007/846



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

SALARY
:
Range from R132 054-R157 686 per annum

CENTRE
:
Nelspruit Regional Office

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

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

ENQUIRIES
:
Mr J Nyalungu, Tel (013) 753 6329

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/143
:
ABET PROJECT CO-ORDINATOR HR TRAINING REF 2007/822
SALARY
:
R132 054 per annum

REQUIREMENTS
:
The Department of Public Works is implementing ABET programmes nationally. Applicants must be in possession of an appropriate three year qualification and an ABET Certificate or Diploma. An Assessor certificate will be an advantage. The applicant must have a thorough knowledge of and understanding of ABET policy, Curriculum and Assessment.

DUTIES
:
The incumbent will be responsible to: Co-ordinate activities pertaining to ABET at a national level. Manage and support the regional coordinators.  Develop national strategies for the successful execution of the project.  Liaise with relevant role-players and stakeholders in the implementation of the project.  Establish communication structure and strategy for the project.  In consultation with DPW officials at the national office, conceptualize training interventions.  Write regular reports at a national level.

ENQUIRIES
:
Mr K Sekgala, Tel (012) 337 3325

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

post 35/144
:
CHIEF WORKS MANAGER (BUILDING) FACILITIES MANAGEMENT REF 2007/830

SALARY
:
R132 054 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
Relevant recognized three year (Bachelor’s degree/ National diploma or equivalent qualifications) accompanied by proven technical experience. OR N3 plus trade test completed successfully plus 5 years technical experience in the built environment. A valid driver’s license; computer literacy; knowledge and understanding of PFMA, OHSA, National Building Regulations, Environment Conservation Act as well as the Government Procurement System. Proven knowledge and understanding of estimating and scheduling techniques. Willingness to travel and work irregular hours. Sound analytical and good written and verbal communication skills. 

DUTIES
:
Managing minor works; planned and unplanned maintenance requests from clients. Compile and prepare scope of works, estimates and technical reports. Compile and negotiate service level agreements with contractors. Verify and Certify invoices from contractors. Manage updating and maintenance of Asset Register. Comply with the OHSA and National Building Regulations. Compile monthly reports. 

ENQUIRIES
:
Mr. J Jabari, Tel. (051) 400-8829

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 35/145
:
EXECUTIVE SECRETARY GENDER REF 2007/838
SALARY
:
R132 054 per annum

CENTRE
:
Head office (Pretoria)

REQUIREMENTS
:
A Post Matric Qualification and relevant in Office Management and co-ordination. The ability to liaise at Senior Management level and ability to work and cope under intense pressure are important prerequisites. Maintain confidentiality and be able to work independently, with minimum supervision. Advanced computer literacy in MS office packages (MS Word, MS Excel and MS PowerPoint). Experience in customer relations and client liaison, In addition, applicants must have the knowledge of budgeting processes and how to apply them. Knowledge of Government Procurement processes will be an advantage.

DUTIES
:
Manage the traffic in the office of Chief Director Efficient and effective Human Resources, Financial administrative support, Efficient and effective, including operating the LOGIS and BAS financial systems, Perform the duties of Chief User Clerk in the office of the Chief Director,  Provisioning of stationery and supplies, Maintain an electronic post register for incoming and outgoing post, Maintain a filing registry in the office of the Chief Director, Electronic management of the Chief Director’s diary, Schedule meetings and telephone management, Make official travel arrangements for the Chief Director , Assist with the preparation and development of Chief Director’s presentations, reports and minutes of meetings,  Arrange official functions for the office of the Chief Director,  Assist in the identification and development of training material for the Chief Directorate and organise training facilities,  Responsible for procurement processes within the office of the Chief Director and manage the petty cash,  Assist in the development of the MTEF budget of the Chief Directorate and develop and maintain a monthly commitment register,  Ensure the security profile and classification of documentation reports and information related to the office.

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

APPLICATIONS
:
The Director General, Department of Public Works, Private bag X65, Pretoria, 0001 or Hand Delivered at 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 35/146
:
SENIOR ADMINISTRATIVE OFFICER: ACQUISITIONS REF 2007/843
SALARY
:
R132 054 per annum

CENTRE
:
Nelspruit Regional Office 

REQUIREMENTS
:
An appropriate 3 year property related degree/ diploma/ equivalent qualification, or senior certificate with appropriate experience in acquisitions of property or rights in fixed property, property administration, administration. Knowledge and understanding of government procurement procedures and regulations. Understanding of derivatives forms of acquisitions of property. Knowledge of PFMA, OHSA, PPPFA, SCM and Treasury Regulations and PMDS. Knowledge of contracts and administration of leases will be a strong recommendation. Understanding of property market and its trends. Strong negotiations skills. Good verbal and written communication skills. Good interpersonal skills. Computer literate. Valid drivers licence.

DUTIES
:
Procure leased properties to be utilised 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. Advise clients on issues relating to property acquisitions. Follow up with relevant parties on conveyance process on the  acquisition of property. Ability to draft reports and submissions to top management and to all relevant stakeholders. Assist with any other general duties related to the property field t be assigned. Be able to monitor subordinates.

ENQUIRIES
:
Ms T. Masuku, Tel. (013) 753-6390

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/147
:
SENIOR ADMINISTRATIVE OFFICER PROVISIONING ADMINISTRATION AND LOGISTIC SERVICES Ref 2007/857

SALARY
:
R132 054 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
Applicants must be in possession of a B-degree or equivalent qualification and at least five years relevant experience in the Provisioning Administration environment. Knowledge of MS Word and Excel is vital. Good verbal and written communication skills. Be able to work under pressure. Knowledge of LOGIS processes and procurement procedures are pre-requisites. Training in LOGIS I will be an added advantage. Experience in Logis Procurement Integration is important. Management skills; the successful candidate will be supervisor of 15 sub-ordinates including warehouse personnel. The candidate must be an energetic, positive and motivated person. Strong organizing skills are required. Thorough knowledge of Moveable asset management is required. 

DUTIES
:
Supervision and management of provisioning section, including warehouse personnel. Ensure that Performance reviews and work plans are done on a quarterly basis. Check and approve requisitions, procurement advices, orders and payments on LOGIS. Oversee issuing and delivery of cleaning materials to Magistrate Offices in the Free State. Management of waste paper according to provisioning prescripts. Ensure that the supplier database is updated with relevant information. Oversee quotation processes and procedures. Ensure that necessary stock takes are done according to prescripts.

ENQUIRIES
:
Me E Venter. Tel. 051 400 8733

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 35/148
:
SENIOR ADMINISTRATIVE OFFICERACQUISITIONS (LEASING) : PROPERTY MANAGEMENT REF 2007/833

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
An appropriate degree/diploma or equivalent qualification, preferably in a legal/property related environment/Accounting with appropriate experience in leasing of property/property administration. Knowledge and understanding of government procurement procedure and regulations. Understanding of derivative forms of leasing of property. Understanding of property market and its trends. Strong negotiation skills, Good verbal and writing communication skills. Good interpersonal skills. Computer literate and good financial skills.
DUTIES
:
Procure leased properties to be utilized by client Department (office and official housing). Negotiate with property owners for acquisition of leasing building.  Draft agreements, lease contracts and other documents resulting from negotiations. View tender and identify properties. Keep track of property markets and its trends. Advice clients on issues relating to property acquisitions. Perform general administrative duties within the regional office.
ENQUIRIES
:
Ms M Ramollo, Tel (012) 310 5061

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 35/149
:
SENIOR ADMIN OFFICER: LEGAL & CONTRACTS ADMIN REF 2007/817

SALARY
:
R132054 per annum

CENTRE
:
Durban Regional Office

REQUIREMENTS
:
Relevant qualification degree/ national diploma with relevant admin experience. Willingness to adapt work schedule in accordance with professional requirements. Computer literacy. Good communication skills. Knowledge of contract administration. Knowledge and understanding of government procurement systems and processes. Code 8 drivers licence.

DUTIES
:
Effectively administer contracts. Compile letters of acceptance contractors. Ensure the completeness of contractual documentation. Administrate court orders as instructed. Administrate the banking details of contractors. Update contract details on relevant electronic systems. Ensure safekeeping and filing of all legal records, such as contracts and guarantees. Attend to resolve contract related enquiries.

ENQUIRIES
:
Mr R Singh, Tel (031) 3147050

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

FOR ATTENTION
:
Mr BE Mbatha

POST 35/150
:
SENIOR PERSONNEL PRACTITIONER LABOUR RELATIONS REF 2007/851

SALARY
:
R132054 per annum

REQUIREMENTS
:
A degree/equivalent qualification in Labour Relations and/or related fields. An in- depth understanding of enabling legislation (LRA, PSA, SDA and Collective agreements. Appropriate relevant experience. Excellent communication, investigation and negotiation skills. Driver’s Licence. Excellent human relations skills. Computer literacy Knowledge of the PERSAL system will be an advantage

DUTIES
:
Co-ordinate disciplinary processes. Investigate and resolve grievances. Facilitate consultative structures such a Labour Relations Forum. Establish and maintain database for cases of misconduct, grievances etc. Identify and recommend change process in the Region. Provide information and conduct workshops on collective agreements, advocacy and other Labour Relations matters. Represent the Department on conciliation and arbitration processes. General Administrative duties.

ENQUIRIES
:
Mr A Brits, Tel (031) 3147067

APPLICATIONS
:
The Director General, Department Of Public Works, Private Bag X54315, Durban, 4000
FOR ATTENTION
:
Mr BE Mbatha
POST 35/151
:
ADMINISTRATION OFFICER: ECDP REF 2007/856
SALARY
:
R106 335 per annum

CENTRE
:
Nelspruit Regional Office

Requirements
:
An appropriate qualification in built environment or equivalent qualification with related experience and sound communication skills. Valid drivers licence. Knowledge background of database systems. Knowledge of SMME development programme. Familiarity with the construction sector, critical analytical capabilities. Computer literacy

Duties
:
Develop and maintain database of contractors. Pre-qualify potential suppliers for registration on the ECDP supplier database. Initiate strategic innervations to promote Affirmative Procurement in terms of the recommendations of the Black Economic Empowerment Commission report. Administer services award to ECDP and non-ECDP contractor/ supplier. Assist the Regional Programme Manager in conducting training needs analysis and facilitate the training of Emerging contractors and learnership programmes. Assist in preparing and drafting reports as well as facilitating workshops.

ENQUIRIES
:
S Kabelo, Tel (013) 753 6313

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/152
:
ADMINISTRATION OFFICER TENDER ADMINISTRATION REF 2007/858

SALARY
:
R106 335 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
A three year tertiary qualification. Appropriate experience will be an add advantage and sound communication skills. RECOMMENDATIONS: Knowledge of PFMA and Treasury Instructions. Knowledge of CIDB Act 38 of 2000 and PPPFA. Knowledge of Supply Chain Management; Procurement Administration and Contracts. Computer competent

DUTIES
:
Managing of term contracts and day to day maintenance payments for building and related services, professional, supply and civil services. Managing Capital Procurement orders for building and related services, professional, supply and civil services. Managing quotations for building and related services, professional, supply and civil services. Managing reports for building and related services, professional, supply and civil services. Manage Performance Management System. Assist with Advertisements. Assist Tender Administration

ENQUIRIES
:
Ms C Mgijima, Tel (051) 400 8745 Mr DJ van Niekerk, Tel (051) 400 8742

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 35/153
:
SECRETARIES TO DIRECTORS X2: REF 2007/839


Gender, Monitoring and Evaluation Ref 2007/839A Women Empowerment Ref 2007/839B Please specify your reference number in your application according to your preferred unit. Submit separate documentation for each position
SALARY
:
R106 335 per annum

CENTRE
:
Head Office (Pretoria) 

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

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

ENQUIRIES
:
Ms E Hlatywayo. Tel (012) 337 2864 (Gender) Ms M Jonas, Tel (012) 337 2531 (Women Empowerment)

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 35/154
:
ASSISTANT ADMIN OFFICER (SUPPORT) WORKS MANAGEMENT Ref 2007/840

SALARY
:
R85 362 per annum

CENTRE
:
Nelspruit Regional Office

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

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

ENQUIRIES
:
AJ Nell, Tel (013) 752 2931

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/155
:
ASSISTANT ADMINISTRATIVE OFFICER ESTINATING UNIT REF 2007/844

SALARY
:
R85 362 per annum 

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate National Diploma/ Degree or equivalent qualification appropriate experience in an  environment, Good communication and writing skills, Good financial skills, The successful candidate will be required to provide secretarial and administrative duties. Ability to use e-mail facilities. Sound knowledge Windows 2000 or Windows XP and MS Word, MS Excel, MS Outlook, MS PowerPoint. Knowledge of LOGIS, BAS, and WCS will be an added advantage. Must be able to work independently and handle confidential matters. 

DUTIES
:
Provide administrative and general office management support to Quantity Surveyors. *Preparing documentation for presentations and reports * organizing office logistical matters and acting as general receptionist. *Making required travel and accommodation arrangements. *Administrating office correspondence, documents and reports. * Managing the flow of information and documents in the office * Processing forms and documents related to claims, payments, invoices and consultant fees relevant to the office * updating of WCS on a daily basis. 

ENQUIRIES
:
Mr J Nyalungu, Tel (013) 753 6329

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

FOR ATTENTION
:
Mr J Madonsela

POST 35/156
:
RECEPTIONIST (FRONTLINE): 6 MONTHS CONTRACT REF 2007/854
SALARY
:
R85 362 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate or equivalent qualification with appropriate experience as a Receptionist. Experience in Customer care, Front line desk, and client relations will serve as an advantage. The following skills are required: Computer literacy; organizational and Interpersonal Relations, Sound Communication and telephone etiquette skills. 

DUTIES
:
Perform receptionist and Administrative support for the Pretoria Regional Office in an efficient and highly professional manner. Handle in-bound and out-bound calls. Receive and deliver messages to relevant officials. Ushering of important guests to the relevant office. Execution of Access and Aggress control of visitors. 

ENQUIRIES
:
Ms P Shabalala, Tel (012) 310 5934

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 35/157
:
SENIOR REGISTRY CLERK: REGISTRY FINANCE REF 2007/855


The post of Registry Clerk Registry placed in City Press of 05 August 2007 with closing date of 17 August 2007 has been withdrawn and replaced with the following below. Sorry for any inconvenienced caused

SALARY
:
R68 955 per annum

CENTRE
:
Cape Town Regional Office 

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

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

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

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

FOR Attention
:
Ms N Mtsulwana

POST 35/158
:
ARTISAN: (ELECTRICIAN) REF 2007/820
SALARY
:
R54222 per annum

CENTRE 
:
Durban Regional Office

REQUIREMENTS
:
A completed Apprenticeship and proof of passing a trade test in terms of the Provisions of Section 13 (2)(h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provision of the repealed section 27 of the Act. Knowledge of the OHS Act.

DUTIES
:
Maintenance including new work to building infrastructure works. Maintain tools. Compile material quantities per project. Supervise assistants.

ENQUIRIES
:
Mr ER Kemp, Tel (031) 3147157

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

FOR ATTENTION
:
Mr BE Mbatha
POST 35/159
:
TRAINEE ARTISANS (X147) REF 2007/821


Polokwane (Carpentry 3, Mechanical 3, Electrical 3, Plumbing 3, Bricklayin3, Painting 3) 



Pretoria (Mechanical 5, Carpentry 4, Electrical 5, Plumbing 5, Bricklaying 6, Painting 5) 



Bloemfontein (Carpentry 3, Mechanical 3, Electrical 3, Plumbing 3, Bricklaying 3, Painting 3)



Port Elizabeth (Carpentry 4, Bricklaying 4, Plumber 4, Mechanical 4, Electrical 4, Painting 4)



Cape Town (Carpentry 6, Mechanical 8, Electrical 10, Plumbing, 10, Painting 10, Bricklaying 6)



Durban (Carpentry 2, Mechanical 2, Electrical 2, Bricklaying 4, Plumber 4, Painting 4, Plaster 2) 


Applicants must clearly indicate the reference number, the field they apply for and the centre where they want to be placed.  Submit separate documentation for each position

SALARY
:
R49 665 per annum

CENTRE
:
Bloemfontein Regional Office Ref 2007/821A



Cape Town Regional Office Ref 2007/821B



Durban Regional Office Ref 2007/821C



Polokwane Regional Office Ref 2007/821D



Port Elizabeth Regional Office Ref 2007/821E



Pretoria Regional Office Ref 2007/821F

REQUIREMENTS
:
Applicants must have Grade 12 certificate, N3 or equivalent or extensive working experience in one of the above fields. (Candidates will be subjected for practical tests in their area of speciality). The successful applicants will be assisted to complete and apprenticeship/trade test and will be subjected to signing a binding agreement to serve the Department of Public Works for the duration of years equivalent to completing his/her apprenticeship or trade test. This obligation will commence a year following the completion of apprenticeship/passing the trade test. 

DUTIES
:
Repair equipments and carry out day to day maintenance of buildings, adhere to building norms and standards and to occupational health and safety Act. Do physical work such as painting, unblocking of toilets, plastering, painting etc; depending on the area of speciality, perform any other work given by the supervisor 

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



Mr T Matseliso, Tel (021) 402 2661 Cape Town 



Mr R Joseph, Tel (031) 314 7095 Durban



Mr J Khotsa, Tel (015) 293 8004 Polokwane



Mrs F Clark, Tel (041) 408 2133 Port Elizabeth 



Mr S Mkhize, Tel (012) 310 5914 Pretoria 

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 or 

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana or

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

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700 or Hand deliver to 78 Hans Van Rensburg Street, Old Mutual Building, 1st floor, Polokwane

FOR ATTENTION
:
Mr NJ Khotsa or

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele or

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

FOR ATTENTION
:
Ms F Clark

ANNEXURE J
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
:
10 September 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 35/160
:
CHIEF DIRECTOR: LEGAL SERVICES



Branch: Corporate Services

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 LL.B / Senior LL.B Degree or equivalent qualification PLUS credible senior management experience. Admission as an attorney will be an added advantage.  Experience in legislative processes, legislative drafting and legislative research. Knowledge and experience in the drafting of legal instruments such as proclamations and notices.  Knowledge and experience of the litigation processes in government.  Knowledge of and experience in the interpretation of Statutes, Constitutional Law, Law of Evidence, Civil Procedure, Promotion of Access to Information Act and Promotion of Administrative Justice Act. Knowledge and experience in policy development and implementation. Broad knowledge of the social development sector. Knowledge and experience of the parliamentary processes. Understanding of the relevant public service and social development legislative framework. Competencies needed: Research and policy formulation skills.  Presentation, negotiation and facilitation skills. Communication (written, verbal and liaison) skills. Conceptualisation and analytical skills. People management and empowerment skills. Strategic capability and leadership skills. Project and programme management skills. Financial management skills.  Client orientation and customer focus skills.  Service delivery innovation skills.  Computer literacy. Attributes: Friendliness. Positive. Confident. Trustworthy. Integrity. Accuracy. Adaptability. Diplomacy. Assertiveness. Participative. Compliant. Systematic. Ability to work under pressure.

DUTIES
:
Key Responsibilities: Provide strategic direction and advice on legal matters. Ensure the drafting, reviewing and enactment of legislation and subordinate legislation and provide advice on the need to obtain external support for the facilitation of these processes. Advise the Department on relevant new legislation and provide guidance to the Department and provinces on compliance with such legislation. Oversee and manage the litigation processes in the Department and the provinces, and facilitate the development, review, implementation, monitoring and evaluation of the litigation management strategy. Ensure timeous provision of both written and verbal legal opinions to the Department. Ensure and facilitate the drafting, reviewing, vetting, negotiation and management of contracts and agreements of the Department.

ENQUIRIES
:
Mr V Madonsela Tel: (012) 312-7647

POST 35/161
:
DIRECTOR: LEGISLATIVE DRAFTING AND REVIEW


Chief Directorate: Legal Services

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 law degree or equivalent qualification PLUS credible management experience in legislative processes, legislative drafting and legislative research. Knowledge and experience of legislative drafting. Knowledge and experience of parliamentary processes. Knowledge of the social development sector. Ability to interpret statutes. Knowledge of the constitutional law and the Promotion of Administrative Justice Act. Understanding of the relevant public service and social development legislative framework.  Knowledge and experience in policy development. Competencies needed: Research and policy formulation skills. Legislative drafting skills.  Presentation skills. Communication (written, verbal and liaison) skills., Planning and organising skills, Analytical and problem-solving skills. Strategic capability and leadership skills. Project and programme management skills. Financial management skills.  Client orientation and customer focus skills.  People management and empowerment skills.  Computer literacy. Attributes: Confident. Trustworthy. Integrity. Accurate. Adaptable. Diplomacy. Assertiveness. Participative. Compliant. Systematic. Ability to work under pressure.

DUTIES
:
Key responsibilities: Draft and review as well as ensure the drafting, review and enactment of legislation and subordinate legislation.  Provide legal advice and prepare legal documents for the Department.  Facilitate and coordinate provincial inputs in legislation and provide advice to provinces.  Draft documents for the State Law Adviser to provide formal legal advice.  Liaise with other State Departments and institutions regarding legislative matters.  Participation in policy development processes.  Facilitate compliance with relevant legislation.

ENQUIRIES
:
Mr EJ van Vuuren, Tel: (012) 312-7810

POST 35/162
:
DIRECTOR: LITIGATION AND CONTRACT MANAGEMENT


Chief Directorate: Legal Services

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 law degree or equivalent qualification PLUS credible management experience in the legal field with specific focus on contract management and litigation. Admission as an attorney will be an added advantage. Knowledge and experience of the law of evidence, civil procedure, interpretation of statutes and constitutional law. Knowledge and experience of litigation processes and court rules. Broad knowledge of the social development sector. Understanding of the relevant public service and social development legislative framework.  Knowledge and experience of the Promotion of Administrative Justice Act.  Knowledge of and experience in the drafting of contracts and other legal instruments. Competencies needed: Research and policy formulation skills.  Presentation skills. Communication (written, verbal and liaison) skills. Planning and organising skills. Analytical and problem-solving skills. Strategic capability and leadership skills. Project and programme management skills. Financial management skills.  Client orientation and customer focus skills.  People management and empowerment skills.  Computer literacy. Attributes: Confident. Trustworthy. Integrity. Accurate. Adaptable. Diplomacy. Assertiveness. Participative. Compliant. Systematic. Ability to work under pressure.

DUTIES
:
Key responsibilities: Oversee the institution and defence of legal proceedings by and against the Department, both at national as well as provincial level. Provide legal advice or written legal opinions and prepare legal documentation for the Department. Draft, vet, negotiate and manage contracts and agreements for the Department. Draft, review and edit contracts, agreements and legal instruments. Render legal advice both verbal and in writing on contracts, agreements and legal instruments. Develop, review, implement, monitor and evaluate the litigation management strategy.

ENQUIRIES
:
Mr EJ van Vuuren Tel: (012) 312-7810

ANNEXURE K
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF EDUCATION

The Free State Provincial Government and Free State Department of Education are equal opportunity, affirmative action employers.  Please note the following: the FSDoE will give preference to candidatures in the following order:

CLOSING DATE
:
20 September 2007 @ 16h00
NOTE
:
The particulars of the posts, requirements, etc. are attached. Introduction and general measures. Firstly, to the candidature of excess employees who are at a level equivalent to that of the advertised vacancy. Secondly, to the candidature of employees other than those referred to in the above paragraph i.e. non-excess employees and excess employees at lower/ higher levels than that of the advertised vacancy. Lastly, to the candidature of non-public servants. All applications must be submitted on a Z.83 form, obtainable from any Public Service Department, as well as from FSDoE, or the official website: (www.fsdoe.fs.gov.za) and must be completed in full. In full means both pages of the Z.83 must be completed and page 2 duly signed. Applications must be accompanied by original certified, copies of formal and informal qualifications, driver’s licence (where specified), identity document and a detailed C.V. Separate applications must be submitted for every vacancy It is our intention to promote representivity (race, gender and disability) in the Department through the filling of these posts.  Candidates whose transfer/promotion/appointment will promote representivity, according to the Departmental Employment Equity plan and targets, will receive preference. Applicants must clearly quote the relevant reference number on application forms and on the envelope and forward the applications to the address as indicated in the advertisement. N.B.: Please note that: Incomplete and late applications will not be considered.  Failure to comply with the procedure outlined above, will lead to an application being rejected.  Applicants are informed that applications, copies of qualifications and CVs will not be returned; Applicants who terminated their services with voluntary severance packages may not apply; Faxed applications will not be accepted; Salary progression on the salary scales is subject to performance assessment; The FSDoE reserves the right not to fill advertised positions; and Applicants educational qualifications will be verified and references will be checked; and It is expected of candidates to be available for selection interviews on a date, time and place determined by the Free State Department of Education. Please forward your application, quoting the relevant reference number on your Z83 application as well as on the envelope. Applicants are respectfully informed that, if no notification of appointment is received within 4 months of the closing date, they must accept that their application had been unsuccessful. This advertisement will also appear on the website of the Department at www.fsdoe.fs.gov.za.

OTHER POSTS

POST 35/163
:
CHIEF HUMAN RESOURCE OFFICER: HRM: REFERENCE: 18/2007/1



Section: pension & leave: educators: Sub directorate: conditions of service

SALARY
:
R132 054 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification Recommendations: Thorough knowledge of Leave Policy, Pension Act, Public Service Act, Public Service Regulations and PILIR (Policy and Procedure on Incapacity Leave and Ill-Health Retirements). Experience in Human Resources practices Extensive knowledge of the PERSAL system. Computer Literacy of MS-Word, MS-Excel, Power Point & E-mail.  Knowledge of report and submission writing. Knowledge of PMDS, Personnel Provisioning and Conditions of Service. A valid driver’s license 
DUTIES
:
Checking and managing of all leave related matters. Checking and managing of all pensions’ related matters. Checking and managing of all incapacity and ill-health matters. Compiling of reports, submissions and HRM circulars. Investigation of dispute cases. Travelling (visits to clients). Liaise with the Health Risk Manager/clients/Districts. Offices /Management /Directorate: Financial Accounting/other sub directorates. Supervision of officials in the section. Evaluation of officials in the section

ENQUIRIES
:
Mr SS Samuel, ( (051) 404 4287

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/164
:
CHIEF HR OFFICER:  CONDITIONS OF SERVICE: DISTRICT OFFICES (2 POSTS)



Applicable Core:  Management & General Support Personnel.

SALARY
:
R132 054 – 153 312 pa
CENTRE
:
Sasolburg:  Fezile Dabi District Office:  Reference 18/2007/2



Welkom: Lejweleputswa District Office:  Reference 18/2007/3

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Extensive appropriate relevant HR experience. Sound communication skills (verbal & written). Ability to manage and develop subordinates. Ability to work under pressure and with minimum supervision. Good in problem solving, analytical and planning skills. Thorough knowledge of PERSAL.

DUTIES
:
Exercise control and supervision over subordinates and their work in Management of Personnel Benefits at the District Office.

ENQUIRIES
:
Mr JMM Mthimkhulu, ( (016) 973 9043



Mr LL Sass, ( (057) 353 2901

APPLICATIONS
:
Director: Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947.



The Director: Lejweleputswa District Office, Private X 30 Welkom 9460 c/o Stateway & Tulbach Street.  Anmercosa House Welkom

POST 35/165
:
CHIEF HR OFFICER: PERSONNEL: PROVISIONING: DISTRICT OFFICES (THREE POSTS) 1. XHARIEP 2. MOTHEO 3. LEJWELEPUTSWA



Applicable Core: Management & General Support Personnel

SALARY
:
R132 054 – 153 312 pa
CENTRE
:
1. Short Term Bloemfontein, Long Term Trompsburg: Reference 18/2007/3



Bloemfontein: Reference 18/2007/4



Welkom:  Reference 18/2007/5

REQUIREMENTS
:
Grade 12 or equivalent qualification, Computer Literacy, Driver’s License. Recommendation: Sound working knowledge of the Employment of Educators Act, Public Service Act and Regulations and PFMA. Extensive appropriate relevant HR experience and Knowledge regarding appointments, Terminations, Recognition of qualifications , Translation in Ranks . Sound communication skills (verbal & written). Ability to manage and develop subordinates. Ability to work under pressure and with minimum supervision. Good in problem solving, analytical and planning skills. Thorough knowledge of PERSAL and PDMS.

DUTIES
:
Exercise control and supervision over subordinates and their work in Management Personnel Provision at the District Office. 

ENQUIRIES
:
Mr AT Molatole ( 051 404 4834



Mr F Kraalshoek (  (051) 404 4319
APPLICATIONS
:
1.  Director: Xhariep District Office, P/Bag X20513, Bloemfontein 9300



2. The District Director: Motheo District Office, Private Bag x20512, Bloemfontein, 9300

POST 35/166
:
SENIOR HUMAN RESOURCE OFFICER: PROVISIONING 0F HUMAN CAPITAL (EDUCATORS) SUB-DIRECTORATE: HRM DIRECTORATE:  REFERENCE 18/2007/6



Applicable Core:  Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification, with appropriate experience Recommendations: Good computer skills Thorough knowledge of the PAM and relevant Acts Good verbal communication and interpersonal skills; Good report writing skills; Good knowledge of staff provisioning practices; Project management experience.

DUTIES
:
The successful candidate will be responsible to: Administer HR policies relating to the selection and recruitment processes of Educators, to ensure effective and efficient service delivery Conduct training on above policy issues to ensure uniform application Investigate complaints regarding selection and recruitment processes regarding appointment of Educators; Execute, monitor and co-ordinate HR related projects for the selection and recruitment processes of Educators; Handle the selection and recruitment processes of Office –Based Educators; Co-ordinate, monitor, train and advise clients with regard to the selection and recruitment processes of Educators (advertising, sifting, short-listing, interviews, etc.) Exercise control over the functions and personnel under his / her supervision in order to achieve the strategic objectives of the Department; Reporting; Management of recruitment and related projects 

ENQUIRIES
:
Ms F Padaychee, ( (051) 404 4238

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/167
:
SENIOR HUMAN RESOURCE OFFICER: PROVISIONING 0F HUMAN CAPITAL (PUBLIC SERVANTS) SUB-DIRECTORATE: HRM DIRECTORATE REFERENCE:  18/2007/7



Applicable Core:  Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification, with appropriate experience Recommendations: Good computer skills Thorough knowledge of the CORE and relevant Acts & Regulations Good verbal communication and interpersonal skills; Good report writing skills; Good knowledge of staff provisioning practices

DUTIES
:
The successful candidate will be responsible to: Administer HR policies relating to the selection and recruitment processes of Public Servants, to ensure effective and efficient service delivery; Conduct training on above policy issues to ensure uniform application; Investigate complaints regarding selection and recruitment processes regarding appointment of Public Servants; Execute, monitor and co-ordinate HR related projects for the selection and recruitment processes of Public Servants; Co-ordinate, monitor, train and advise clients with regard to the selection and recruitment processes of Public Servants (advertising, sifting, short-listing, interviews, etc.) Keep a comprehensive updated control data base of filling of posts; Exercise control over the functions and personnel under his / her supervision in order to achieve the strategic objectives of the Department; Reporting; Management of recruitment and related projects 

ENQUIRIES
:
Ms R Vorster, ( (051) 404 4233

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/168
:
SENIOR HUMAN RESOURCE OFFICER: SECTION: PENSION & LEAVE: EDUCATORS: SUBDIRECTORATE: CONDITIONS OF SERVICE: DIRECTORATE: HRM: REFERENCE: 18/2007/8

SALARY
:
R106 335 – 123 456 pa
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification Recommendations: Thorough knowledge of Leave Policy, Pension Act, Public Service Act, Public Service Regulations and PILIR (Policy and Procedure on Incapacity Leave and Ill-Health Retirements). Experience in Human Resources practices. Extensive knowledge of the PERSAL system Computer Literacy of MS-Word, MS-Excel, Power Point & E-mail. Knowledge of report and submission writing Knowledge of PMDS, Personnel Provisioning and Conditions of Service. A valid driver’s license 
DUTIES
:
Checking and managing of all leave related matters.  Checking and managing of all pension related matters. Checking and managing of all incapacity and ill-health matters. Compiling of reports, submissions and HRM circulars. Investigation of dispute cases. Travelling (visits to clients). Supervision of officials in the section. Evaluation of officials in the section

ENQUIRIES
:
Mr SS Samuel, ( (051)  404 4287

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/169
:
SENIOR HUMAN RESOURCE OFFICER: THABO MOFUTSANYANA DISTRICT OFFICE:  REFERENCE 18/2007/9 



Applicable CORE:  Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa 

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade12 or equivalent qualification. Valid drivers license Relevant Experience: 3 years Knowledge of Persal and other legislatives Recommendations: Computer Literacy

DUTIES
:
The successful candidate will be administering all leave functions Supervise job-holders in leave section Do approvals Develop job-holders Providing District and Head Office with statistics/reports Do other functions in condition of service

ENQUIRIES
:
Mr S Maine ( (058) 718 4813 / 083 2641466

APPLICATIONS
:
Director: Thabo Mofutsanyana District, Private Bag X817 Witsieshoek 9870

POST 35/170
:
SENIOR HUMAN RESOURCE OFFICER: PERSONNEL PROVISIONING: DISTRICT OFFICES (TWO POSTS) 1. XHARIEP 2. MOTHEO



Applicable Core: Management & General Support Personnel.

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
1. Short Term Bloemfontein, Long Term Trompsburg:  Reference 18/2007/10



2.  Bloemfontein: Reference 18/2007/11

REQUIREMENTS
:
Grade 12 of equivalent qualifications, Computer Literacy and Driver’s License. Recommendation: Sound working knowledge of the Employment of Educators Act, Public Service Act and Regulations and PFMA. Knowledge regarding appointments, Terminations, Recognition of qualifications, Translation in Ranks. Sound communication skills (verbal & written). Strong Leadership skills. Knowledge of PERSAL and PDMS.  

DUTIES
:
Management, Development and Evaluation of Staff in Personnel Provisioning Section. Development of Staff at Schools concerning Personnel Provisioning. Report and submission writing. Administer all aspects of personnel provisioning for all Schools in the Xhariep District Office. 

ENQUIRIES
:
Mr AT Molatole ( 051 404 4834



Mr F Kraalshoek (  (051) 404 4319
APPLICATIONS
:
1. Director: Xhariep District Office, P/Bag X20513, Bloemfontein 9300



2. The District Director: Motheo District Office, Private Bag x20512, Bloemfontein, 9300

POST 35/171
:
SENIOR HUMAN RESOURCE OFFICER: CONDITIONS OF SERVICE: XHARIEP DISTRICT OFFICE: REFERENCE: 18/2007/12



Applicable Core: Management & General Support Personnel.

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Short Term Bloemfontein, Long Term Trompsburg

REQUIREMENTS
:
Grade 12 or equivalent qualifications, Computer Literacy and Driver’s License. Recommendation: Knowledge of Pension Administration, Management of Leave, Medical aid scheme, Housing matters, Long Service Recognition, Injury on Duty and Resettlement. Knowledge of PDMS. 

DUTIES
:
Management, Advice development and evaluation of staff in Conditions of Service section. Development of Staff at Schools Concerning Conditions of Service. Implementation and Management of conditions of service for Educators and Public Servants. Report and submission writing.

ENQUIRIES
:
Mr TT Dash ( 051 404 4831

APPLICATIONS
:
Director: Xhariep District Office, P/BagX20513, Bloemfontein 9300.

POST 35/172
:
HUMAN RESOURCE PRACTITIONER: JOB ANALYST) ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE (ORGANISATIONAL DEVELOPMENT): (2 POSTS) REFERENCE: 18/2007/13



Applicable Core:  Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification. and appropriate experience. Valid driver’s license. Recommendation: Computer literate (working knowledge of MS Word, MS Excel and MS PowerPoint), Research skills, analytical skills, verbal and written communication skills, planning and organizing, proficiency in ACCESS and certification as a Job Analyst will be added advantages.

DUTIES
:
Prioritise jobs for evaluation and obtain approval for the evaluation; evaluate prioritised vacancies and identified filled posts; analyse job profiles; obtain approval for recommended job evaluation results; coordinate benchmarking processes for job evaluation; keep record of and provide accurate job evaluation information and statistics. Facilitate the development and implementation of job descriptions for public servants and office based educators in the Department; do quality check of job descriptions.  Conduct workshops on job descriptions and job evaluations.

ENQUIRIES
:
Dr V Abhilak, ( 051 404 9568

APPLICATIONS
:
The Director HRM, Department of Education, Private Bag X20565 Bloemfontein, 9300. (Katleho Building)

POST 35/173
:
SENIOR HUMAN RESOURCE OFFICER: POST PROVISIONING: FEZILE DABI DISTRICT OFFICE: REFERENCE: 18/2007/14



Applicable Core:  Management & General Support Personnel. 

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Sound working knowledge of the Employment of Educators Act, Public Service Act and Regulations and PFMA. Strong leadership skills. Knowledge of PERSAL. 

DUTIES
:
Management, development and evaluation of staff in Personnel Provisioning Section. Development of staff at schools concerning personnel Provisioning section. Report and submission writing. Administer all aspects of personnel provisioning for all schools in the relevant District Office. 

ENQUIRIES
:
Mr. J.M.M. Mthimkhulu, ( (016) 973 9043

APPLICATIONS
:
1. Director: Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947

POST 35/174
:
SENIOR HUMAN RESOURCE OFFICER: CONDITIONS OF SERVICE: DISTRICT OFFICES: (2 POSTS)



Applicable Core:  Management & General Support Personnel. 

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Sasolburg:  Fezile Dabi District Office:  Reference 18/2007/15



Welkom: Lejweleputswa District Office:  Reference 18/2007/16

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Computer Literacy and working knowledge of PERSAL. Leadership skills. Working knowledge of Employment of Educators Act, Public Service Act and Regulation, PFMA. Drivers License. 

DUTIES
:
Management, development and evaluation of staff in Conditions of Service Section. Development of staff at schools concerning conditions of service. Implementation and management of conditions of service for educators and public servants. Report and submission writing.

ENQUIRIES
:
Mr. J.M.M. Mthimkhulu, ( (016) 973 9043



Mr LL Sass, ( (057) 353 2901

APPLICATIONS
:
Director:  Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947



The Director: Lejweleputswa District Office, Private X 30 Welkom 9460 c/o Stateway & Tulbach Street.  Anmercosa House Welkom

POST 35/175
:
SENIOR HUMAN RESOURCE OFFICER: LEAVE: LEJWELEPUTSWA DISTRICT OFFICE: REFERENCE:  18/2007/17 



Applicable CORE: Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Welkom

REQUIREMENTS
:
Grade12 or equivalent qualification. Valid drivers license Relevant Experience: 3 years Knowledge of PERSAL and other legislatives Recommendations: Computer Literacy

DUTIES
:
The successful candidate will administering all leave functions Supervise job-holders in leave section; Do approvals; Develop job-holders Providing District and Head Office with statistics/reports Do other functions in condition of service

ENQUIRIES
:
Mr LL Sass, ( (057) 353 2901

APPLICATIONS
:
The Director: Lejweleputswa District Office, Private X 30 Welkom 9460 c/o Stateway & Tulbach Street.  Anmercosa House Welkom

POST 35/176
:
CHIEF ACCOUNTING CLERK: RISK MANAGEMENT: SUB-DIRECTORATE RISK MANAGEMENT: REFERENCE: 18/2007/18


Applicable CORE:  Management & General Support Personnel

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

Requirements
:
Grade 12 or relevant qualifications with extensive experience in financial matters. A valid driver’s licence is essential, and attach a copy of the licence. Good verbal and written skills  as well as computer literacy are required.  Knowledge of the Department and risk management processes will be an advantage

Duties
:
Assist with the implementation and management of administrative processes regarding the  implementation of  Risk Management processes Be supportive regarding the implementation of Risk management Strategies, framework and policy statements Responsible with management for the monitoring and evaluation on the effectiveness of risk management. Assist with risk management awareness campaigns Assist with the co-ordination and  administrative processes relating to audit processes and PROPAC responses Perform administrative and managerial support regarding the finalization and database administration of Departmental policies, procedures and delegations

ENQUIRIES
:
Mr AL Myburgh, (  (051) 404 9288

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/177
:
HUMAN RESOURCE OFFICER: PROVISIONING: THABO MOFUTSANYANA DISTRICT OFFICE (2 POSTS): REFERENCE: 18/2007/19



Applicable CORE: Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade12 or equivalent qualification Recommendations: Computer Literacy Verbal communication. Good interpersonal relations Potential, good communication skills will be added advantage
DUTIES
:
Administer and implement: Appointment, Recognition of Higher    Qualifications, Amend Basic Personal Information, Termination of Service, Payment of Pro rata Bonus & Allowances.

ENQUIRIES
:
Ms Lydia Mosea ( (058 7184814)

APPLICATIONS
:
Director: Thabo Mofutsanyana District, Private Bag X817 Witsieshoek 9870

POST 35/178
:
HUMAN RESOURCE OFFICER: PMDS & IQMS: THABO MOFUTSANYANA DISTRICT OFFICE: REFERENCE:  18/2007/20



Applicable CORE: Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade12 or equivalent qualification Recommendations: Computer Literacy.  Verbal communication. Good interpersonal relations.  Potential, good communication skills will be added advantage.
DUTIES
:
The successful candidate will assist with evaluation and assessment (PMDS and IQMS) and record keeping

ENQUIRIES
:
Ms L Mosea((058) 718 4814

APPLICATIONS
:
Director: Thabo Mofutsanyana District, Private Bag X817 Witsieshoek 9870

POST 35/179
:
HUMAN RESOURCE OFFICER: THABO MOFUTSANYANA DISTRICT OFFICE REFERENCE: 18/2007/21



Applicable CORE: Management &s General Support Personnel

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade12 or equivalent qualification Good interpersonal relations. Potential, good communication skills will be added advantage Recommendations: Computer Literacy

DUTIES
:
The successful candidate will be administering and capturing of leave orms on PERSAL. Assist in making submission on incapacity leave and related functions

ENQUIRIES
:
Ms S Mofokeng ( (058) 718 4817

APPLICATIONS
:
Director: Thabo Mofutsanyana District, Private Bag X817 Witsieshoek 9870

POST 35/180
:
HUMAN RESOURCE OFFICER: (INCAPACITY LEAVE) THABO MOFUTSANYANA DISTRICT OFFICE: REFERENCE:  18/2007/22



Applicable CORE:  Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade12 or equivalent qualification. Recommendations: Good interpersonal relations. Potential, good communication skills will be added advantage Computer Literacy

DUTIES
:
The successful candidate will administering and capturing of leave forms on PERSAL. Assist in making submission on incapacity leave and related functions

ENQUIRIES
:
Ms S Mofokeng ( (058) 718 4817

APPLICATIONS
:
Director: Thabo Mofutsanyana District, Private Bag X817 Witsieshoek 9870

POST 35/181
:
HUMAN RESOURCE OFFICER: CONDITIONS OF SERVICE: XHARIEP DISTRICT OFFICE:  REFERENCE:  18/2007/23



Applicable Core: Management & General Support Personnel.

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Short Term Bloemfontein, Long Term Trompsburg

REQUIREMENTS
:
Grade 12 or equivalent qualifications and Driver’s License. Recommendation: Computer Literacy / PERSAL

DUTIES
:
Calculations and preparation of State Guarantees. Implementation of housing transactions on PERSAL.  Pension Administration, Leave Administration.  Medical Administration, Long Service Recognition and Assisting all relevant stake-holders on all Human Resources related matters.

ENQUIRIES
:
Mr TT Dash, ( 051 404 4831

APPLICATIONS
:
Director: Xhariep District Office, P/Bag X20513, Bloemfontein, 9300

POST 35/182
:
HUMAN RESOURCE OFFICER: PERSONNEL PROVISIONING: XHARIEP DISTRICT OFFICE: REFERENCE: 18/2007/24



Applicable Core: Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Short Term Bloemfontein, Long Term Trompsburg.

REQUIREMENTS

Grade 12 or equivalent qualification and Driver’s License Recommendation: Computer Literacy and appropriate experience.

DUTIES
:
Receiving / Processing of all appointment documents (temporary / contract  and permanent appointments). Checking and processing of acting allowances. Transfers: Educators and admin personnel (inter District / Provincial). Salary adjustments. Recognition of higher qualifications. Payments of qualifications / cash bonus. Promotions, Terminations and amending date of appointments.

ENQUIRIES
:
Ms Rowles, ( (051) 404 4835

APPLICATIONS
:
Director: Xhariep District Office, P/Bag X20513, Bloemfontein, 9300

POST 35/183
:
HUMAN RESOURCE OFFICER:  CONDITIONS OF SERVICE: DISTRICT OFFICES (2 POSTS): 1. FEZILE DABI, 2. LEJWELEPUTSWA 



Applicable Core:  Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa
CENTRE
:
1.Sasolburg: Reference 18/2007/25



2. Welkom: Reference 18/2007/26

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Computer / PERSAL

DUTIES
:
Calculations and preparation of State Guarantees, implementation of housing transactions on PERSAL. Pension Administration, Leave Administration, Medical Administration, Long Service Recognition and Processing of Appointments. Assisting all relevant stake-holders on all Human Resource related matters

ENQUIRIES
:
Mr JMM Mthimkhulu, ( (016) 973 9043



Mr LL Sass, ( (057) 353 2901

APPLICATIONS
:
Director:  Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947



The Director: Lejweleputswa District Office, Private X 30 Welkom 9460 c/o Stateway & Tulbach Street.  Anmercosa House Welkom

POST 35/184
:
HUMAN RESOURCE OFFICER: POST PROVISIONING: FEZILE DABI DISTRICT OFFICE: REFERENCE: 18/2007/27



Applicable Core:  Management & General Support Personnel

SALARY
:
R58 290 – 67 668 pa
CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Computer Literacy and appropriate experience.

DUTIES
:
Receiving / processing of all appointment documents (temporary/contract and permanent appointments).Checking and processing of acting allowances. Transfers:  educators and admin personnel (inter district / provincial). Salary adjustments. Recognition of higher qualifications. Payments of qualifications / cash bonus. Promotions, terminations and amending date of appointments.

ENQUIRIES
:
Mr JMM Mthimkhulu, ( 016 970 3349

APPLICATIONS
:
Director:  Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947.

POST 35/185
:
ACCOUNTING CLERK: RISK MANAGEMENT DIRECTORATE: SUB-DIRECTORATE RISK MANAGEMENT: REFERENCE: 18/2007/28 



Applicable CORE:  Management & General Support Personnel

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein

Requirements
:
Grade 12 or equivalent qualification with accounting as a fully passed subject.  A valid driver’s licence is essential: attach a copy of the licence. Recommendations: Good verbal and written skills as well as computer literacy are required.

Duties
:
Assist with administrative processes regarding the implementation of Risk Management processes. Assist with the monitoring and evaluation on the effectiveness of risk management. Assist with the administrative processes relating to audit processes and PROPAC responses. Perform administrative support regarding the finalization and database administration of Departmental policies, procedures and delegations.

ENQUIRIES
:
Mr AL Myburgh ( (051) 404 9288

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/186
:
ADMIN CLERK: INSTITUTIONAL DEVELOPMENT MANAGEMENT AND GOVERNANCE (5 POSTS): REFERENCE:  18/2007/29



Applicable Core : Management and General Support Personnel

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as applicable experience. Recommendations: Good verbal and written communication skills as well as sound knowledge of Micro soft packages (Operating system and Office). Good administrative, organisational and general office management skills. Good interpersonal relations. Self-motivation.

DUTIES
:
The successful candidate must manage the following: Communication with internal and external stakeholders; Processing of S&T claims; Maintenance of staff records; Distribution of circulars. Procurement matters; Bid advertisement proposal; Prepare Bid documents;  Administrative leave registers and leave application forms. Prepare budget matters and financial issues as per directive;  Prepare administrative documents and documents for meetings;  Manage Departmental circular letters policy documents, legislation documents and file them accordingly;  Collate reports and submissions on various issues requested and received from Districts Offices;  Other administrative duties as required.

ENQUIRIES
:
Ms NEH Motsoeneng ( (051) 403 3922

APPLICATIONS
:
The Director HRM, Department of Education, Private Bag X 20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 35/187
:
ADMIN CLERK:  FEZILE DABI DISTRICT OFFICE: REFERENCE:  18/2007/30



Applicable Core: Management and General Support Personnel
SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 of equivalent qualification Recommendation: Experience in secretarial work Working knowledge of MS Word, Outlook Excel and Power Point; verbal communication and writing skills as well as working knowledge on developing and maintaining a records (filing) 

DUTIES
:
Keeping diary to ensure that engagements are properly co-ordinated as well as providing the necessary documentation; provide a receptionist service to regulate visits; handle all the incoming and outgoing mail and keep proper record thereof to ensure that correspondence can be traced; provide general secretariat services such as answering the telephone, making calls, taking messages, receiving and sending faxes and e-mails to ensure that matters are dealt with; ensure that all documents are filed and kept safely to ensure easy access to information; type letters, speeches and reports and ensure that correspondence and documents are presented professionally; make travel and accommodation arrangements; arrange refreshments during meetings; communicate with internal and external stakeholders to schedule appointments and visits, make enquiries etc.; receive visitors (internal and external).

ENQUIRIES
:
Mr JMM Mthimkhulu, ( 016 970 3349

APPLICATIONS
:
Director:  Fezile Dabi District Office, P/Bag 2007, Sasolburg, 1947.

POST 35/188
:
REGISTRY CLERK: HRM DIRECTORATE: POLICY & ADVISORY SUB DIRECTORATE: SUPORT SERVICES SECTION: (2 POSTS) REFERENCE 18/2007/31



Applicable Core: Management & Support Services

SALARY
:
R49 665 – R57 663 pa 
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification Recommendation: A valid code 08 driver’s license and computer knowledge.

DUTIES
:
Draw files and book out in register. Receive files and book them back in the register. To handle all files and documents according to registry duties. Check pending files and complete pending files. Draw pending files daily and book out. Keep register of all files on route. Do follow-ups on route register. Trace missing files. Keep registers and shelves neat. Draw personnel record cards and update such records. Control and managing of franking machine. 

ENQUIRIES
:
Mr TA Mthombeni ( (051)  404 4338

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 35/189
:
DRIVER: EDUCATION RESOURCE CENTRE: MOBILE LIBRARY PROJECT (4 POSTS)

SALARY
:
R38 610 – 43 062 pa
CENTRE
:
1 x Lejweleputswa ERC in Welkom: Reference 18/2007/32


1 x Motheo ERC in Bloemfontein:  Reference 18/2007/33


1 x Tshiya ERC in Phuthaditjhaba;  Reference 18/2007/34


1 x Xhariep ERC in Koffiefontein:  Reference 16/200/35
REQUIREMENTS
:
Junior Certificate (Grade 10), valid Code 10 driver’s licence. Recommendation: Ability to read and write. Must possess good interpersonal skills and sound human relations. Must be able to communicate easily with other employees, the general public and clients. Must possess effective verbal and written communication skills.

DUTIES
:
Render a service as a Mobile Library Operator (driver) to the Free State Department of Education. Take charge of loading and unloading of multi-media resources. Ensure the safe transport of all officials. Render a service to schools through the mobile library. Assist the librarian in issuing and receiving borrowed resources. Ensure that the mobile library operates according to the specified timeframes reflected in the operational plan. Ensure that the vehicles are used for official purposes only. Conduct routine maintenance of vehicles and report defects in good time. Keep records of all trips and submit monthly logbook sheets to the District Transport Officer. Deliver mail and documents to other buildings accommodating officials of the Department.

ENQUIRIES
:
Lejweleputswa   Ms N.P. Cele ( (057) 916 7350



Motheo  Ms T.L. Kabane ( 051  4066932



Xhariep Mr. SSS Kau ( (053) 205 9700



Tshiya  Mr. H. de Lange ( (058) 713 0056

APPLICATIONS
:
Director: HRM, Free State Department of Education, Private Bag X20565, Bloemfontein, 9300 (Katleho Building, 106 Selborne Avenue)

POST 35/190
:
CLEANER:  ASSET & FLEET MANAGEMENT DIRECTORATE: (2 POSTS):  REFERENCE:  18/2007/36



Applicable CORE:  Management & General Support Personnel

SALARY
:
R38 610 – 43 062 pa 
CENTRE
:
Bloemfontein

REQUIREMENTS

ABET 4 or equivalent qualification Recommendation: A self motivated person with good handyman skills 

DUTIES
:
Provide cleaning services outside and inside the buildings, responsible for the cleaning of windows and floors, responsible for the movement of office furniture and equipment when necessary, operate cleaning machines and basic maintenance thereof, responsible for the cleaning of toilets each day, placement of toiletries in toilets, wash and polish corridors and conference hall, Request cleaning material in advance, clean the water cooler and make sure that there is sufficient water at all times and assist with off loading and loading of goods.  

ENQUIRIES
:
Ms E Nyosana ( (051) 4486217

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 35/191
:
CLEANERS: EDUCATION RESOURCE CENTRES (5 POSTS)


Applicable CORE:  Management & General Support Personnel

SALARY
:
R38 610 – 43 062 pa
CENTRE
:
Lejweleputswa ERC (Welkom) 1 post  Reference 18/2007/37


Motheo ERC (Bloemfontein) 2 posts Reference 18/2007/38
 

Xhariep ERC (Koffiefontein) 1 post Reference 18/2007/39


Tshiya ERC (Phuthaditjhaba) 1 post Reference 18/2007/40
REQUIREMENTS
:
ABET or equivalent qualification.

DUTIES
:
Provide cleaning services outside and inside the Education Resource Centre. Assist with off-loading of goods.

ENQUIRIES
:
Lejweleputswa:  Ms NP Cele ( (057) 916 7350



Motheo: Ms TL Kabane ( (051) 4066932



Xhariep:  Mr SSS Kau ( (053) 205 9700



Tshiya:  Mr H de Lange ( (058) 713 0056

APPLICATIONS
:
District Director: Xhariep District, Private Bag X20513, Bloemfontein, 9300



The Director: Motheo District Office,Private Bag X20512 Bloemfontein,9300



The Director; Lejweleputswa District, Private Bag x30 Welkom 9460 ( Anmercosa House )



The District Director: Thabo Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870(Parliament Building)



The District Director: Fezile Dabi Education District, Private Bag X2007, Sasolburg, 9570

POST 35/192
:
GROUNDSMAN: MOTHEO DISTRICT OFFICE: REFERENCE: 18/2007/41



Applicable CORE:  Management & General Support Personnel

SALARY
:
R38 610 – 43 062 pa
CENTRE
:
Bloemfontein

REQUIREMENTS
:
ABET or equivalent qualification.

DUTIES
:
Provide gardening services outside and inside the Education Resource Centre. Assist with off-loading of goods.

ENQUIRIES
:
Ms TL Kabane ( (051) 406 6932

APPLICATIONS
:
The Director: Motheo District Office, Private Bag X20512, Bloemfontein, 9300

DEPARTMENT OF HEALTH

CLOSING DATE
:
25 September 2007

OTHER POSTS

POST 35/193
:
CHIEF PROFESSIONAL NURSE (3 POSTS) REF. NO: H/P/281
SALARY
:
R132 052 per annum

CENTRE
:
Botshabelo Clinics (DC 17)

REQUIREMENTS
:
Proof of registration with the South African Nursing Council as General Nurse and Midwife. Recommendations: Three (3) years experience in Primary Health Care services.

DUTIES
:
To provide a comprehensive Primary Health Care core package, including direct and indirect patient care with supervision of staff.

ENQUIRIES
:
Me T.B. Mothibeli Tel. No. (051) 5330320

APPLICATIONS
:
The District Manager Motheo Health District P.O. Box 441 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr D.H. le Roux

POST 35/194
:
CHIEF PROFESSIONAL NURSE REF. NO.:  H/P/284
SALARY
:
R132 054 per annum

CENTRE
:
Fezile Dabi Health District:  SPS Tsatsi Clinic:  Sasolburg

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -Implementation and monitoring of Primary Health Care core package within the facility. -Implementation of effective management of material and human resource within the facility. -Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/195
:
CHIEF PROFESSIONAL NURSE REF. NO.: H/P/285
SALARY
:
R132 054 per annum

CENTRE
:
Fezile Dabi Health District: Philani Clinic: Frankfort

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -Implementation and monitoring of Primary Health Care core package within the facility. -Implementation of effective management of material and human resource within the facility. -Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/196
:
CHIEF PROFESSIONAL NURSE REF. NO.:  H/P/286
SALARY
:
R132 054 per annum

CENTRE
:
Fezile Dabi Health District:  Harry Gwala Clinic:  Sasolburg

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -Implementation and monitoring of Primary Health Care core package within the facility. -Implementation of effective management of material and human resource within the facility. -Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/197
:
CHIEF PROFESSIONAL NURSE (2 POSTS) REF. NO.:  H/P/287
SALARY
:
R132 054 per annum

CENTRE
:
Motheo District Office:  Clinical Support (DC 17)

REQUIREMENTS
:
*Proof of registration with the South African Nursing Council as General Nurse and Midwife. *Driver’s license. *Computer literate (MS Word, PowerPoint and Excel). Recommendations: *Appropriate knowledge of Primary Health Care services. *Facilitation skills. *Good interpersonal, communication and organizing skills.

DUTIES
:
*To co-ordinate Expanded Program of Immunization (EPI) and Communicable Diseases Control (CDC) programs in the district. *Co-ordinate immunization campaign and catch-up immunization weeks/healthy baby week. *Monitor implementation of CDC policies and protocols in the district. *Monitor the prevalence of EPI disease and co-ordinate disease surveillance at district level. *Carry out other responsibilities as allocated by the supervisor. *Report epidemic prone disease (Priority diseases) immediately to District Manager, Local Area Manager and Provincial CDC.

ENQUIRIES
:
Me K.M. Setlogelo Tel. No. (051) 4472194

APPLICATIONS
:
The District Manager Motheo Health District P.O. Box 441 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr D.H. le Roux

POST 35/198
:
CHIEF PHYSIOTHERAPIST REF. NO.:  H/P/288
SALARY
:
R132 054 per annum

CENTRE
:
Mantsopa District Hospital

REQUIREMENTS
:
*B.Sc Physiotherapy. *Registration with the Health Professions Council of South Africa as a Physiotherapist. *Relevant experience as a Physiotherapist. Recommendations: *Valid driver’s license. *Good interpersonal relations.

DUTIES
:
*Physiotherapy treatment of level 1 hospital patients. *Supervision of junior physiotherapy staff. *Liaison and consultation with multi-disciplinary team. *Performance of administrative tasks and implementation of quality control measures.

ENQUIRIES
:
Me N. Tanda, Tel. No. (051) 8739800

APPLICATIONS
:
The Chief Executive Officer Mantsopa District Hospital Private Bag X9 LADYBRAND 9870

FOR ATTENTION
:
Mr G.J. Molokoane

POST 35/199
:
SENIOR TRAINING OFFICER (BATHO PELE CO-ORDINATOR) (2 POSTS) REF. NO:  H/T/20

SALARY
:
R132 054 per annum

CENTRE
:
Services Marketing and Health Promotion Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
*4 Year recognized Diploma in Social Sciences/Health management. *2-3 Years experience in middle management. *Knowledge of public health system. *Valid driver’s license. *Computer literacy. *Presentation and facilitation skills. *Knowledge of the Batho Pele Revatilisation Programme. Recommendations: *Project Management experience. *Good interpersonal relations. *Ability to apply Batho Pele Principles.

DUTIES
:
*Enhance the level of Batho Pele and Patient’s Rights Charter implementation and personnel competencies within the department. *Ensure and support service delivery excellence at all levels:  support institutions with implementation of service standards. *Facilitate training of Health Workers at all levels on implementation of Batho Pele Principles. *Support districts and institutions to establishment and sustain Batho Pele learning networks and forums. *Organize and implement Batho Pele awareness campaigns. *Compile monthly, quarterly and yearly reports on implementation of Batho Pele.

ENQUIRIES
:
Me L.A. Tlali Tel. No. (051) 4081434

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

FOR ATTENTION
:
Mr M. Mokgampanyane

POST 35/200
:
CHIEF ADMINISTRATION CLERK REF. NO: H/A/198
SALARY
:
R106 335 per annum

CENTRE
:
Fezile Dabi Health District:  Sasolburg

REQUIREMENTS
:
*Grade 12 (or equivalent qualification). *A valid South African driver’s license (Code 08). *Appropriate 3 years administration experience. *Computer literacy. Recommendations: Sound knowledge of departmental policies.

DUTIES
:
*Verifies and counter sign all procurement documents. *Authorization of requisitions. *Handle petty cash purchases according to the prescribed procedures. *Approve the procurement advices systematically. *Approving of orders on LOGIS and filing. *Co-ordinate and monitors activities in the section.

ENQUIRIES
:
Ms M.O. Beneke Tel. No. (016) 9709318

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/201
:
SENIOR PROFESSIONAL NURSE REF. NO.:  H/P/289
SALARY
:
R106 335 per annum

CENTRE
:
Fezile Dabi Health District:  SPS Tsatsi Clinic:  Sasolburg

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
Render a comprehensive Primary Health Care service which entails the following: *Implementation and monitoring of Primary Health Care core package within the facility. *Implementation of effective management of material and human resource within the facility. Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/202
:
SENIOR PROFESSIONAL NURSE REF. NO:  H/P/290
SALARY
:
R106 335 per annum

CENTRE
:
Fezile Dabi Health District:  Frankfort Clinic

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
Render a comprehensive Primary Health Care service which entails the following: *Implementation and monitoring of Primary Health Care core package within the facility. *Implementation of effective management of material and human resource within the facility. *Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/203
:
CHIEF PROVISIONING ADMINISTRATION CLERK (LOGISTICS) REF. NO.:  H/P/294

SALARY
:
R106 335 per annum

CENTRE
:
Pelonomi Regional Hospital, Bloemfontein

REQUIREMENTS
:
*Grade 12. *At least five years experience in Supply Chain Management (Stores Management). *Knowledge of PFMA, 1999, Treasury Regulations and PPPFA. *Proven supervisory skills. *Computer literate (MS Word & Excel). *Good communications and interpersonal skills.

DUTIES
:
*Proper management of all receipts and issues in line with approval/current procurement policies. *Ensure all stock/inventory is stored and issued according to prescripts. *Analyze and implement correct measures on various KPI as indicated on Balance Scorecard. *Act as member on the Institutional Stock Committee. *Verify and correct stock quantities needed from cost centres with Case Manager:  Stock Management. *Train all subordinates on policies, procedures and legislature. *Ensure proper leave management.

ENQUIRIES
:
Mr H.A. Mcthebe Tel. No. (051) 4051996

APPLICATIONS
:
The Chief Executive Officer Pelonomi Regional Hospital Private Bag X20581 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr S.I. Makhema

POST 35/204
:
SENIOR SPEECH THERAPIST AND AUDIOLOGIST REF NO: H/S/57
SALARY
:
R106 335 per annum

CENTRE
:
Bongani Regional Hospital, Welkom

REQUIREMENTS
:
*B. Communication Pathology (4 years degree) or equivalent. *Registration with the Health Professions Council of South Africa as Speech Therapist and Audiologist or Speech Therapist. Recommendations: *Interest in early intervention (including KMC) and neurological case load. *NDT. *Knowledge of Sesotho and/or Sign Language. *Member of Professional Association. *Computer literate. *Driver’s license.

DUTIES
:
All duties of a Speech, Language and Hearing Therapist.

ENQUIRIES
:
Ms L. Alvarez Aranda Tel. No. (057) 9168246

APPLICATIONS
:
The Chief Executive Officer Bongani Regional Hospital Private Bag X29 WELKOM 9460

FOR ATTENTION
:
Ms L. Alvarez Aranda

POST 35/205
:
PROVISIONING ADMINISTRATION OFFICER REF NO: H/P/252
SALARY
:
R106 335 per annum

CENTRE
:
BID Management Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
*Recognized Bachelor’s Degree (or equivalent grading) or at least 3 years appropriate experience in Procurement (bidding) and Contract Administration. *Accounting skills. *Computer literacy. *Good communication skills. *Knowledge of PFMA and PPPFA. *Knowledge of BBBEE. Recommendations: Practical knowledge in Procurement and Contract Administration within Supply Chain Management.

DUTIES
:
*To effectively and efficiently manage the Demands for bids of the Department. *To assist in the management of the sub-directorate and to supervise subordinates. *To assist the cost centre manager as allocated. *Adherence to Code of Conduct.

ENQUIRIES
:
Me J.M. Fivaz Tel. No. (051) 4081464

APPLICATIONS
:
The Assistant Manager Acquisition Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Me J.M. Fivaz

POST 35/206
:
PROVISIONING ADMINISTRATION OFFICER REF NO: H/P/253
SALARY
:
R106 335 per annum

CENTRE
:
BID Management Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
*Appropriate recognized Bachelor’s Degree (or equal grading) or at least 2 years appropriate experience in Procurement (bidding) and Contract Administration. *Accounting skills. *Computer literacy. *Good communication skills. Recommendations: *Practical knowledge in Procurement and Contract Administration within Supply Chain Management. *Understanding of PFMA. *Knowledge of PPPFA. *Knowledge of BBBEE.

DUTIES
:
*To administer and manage Departmental bids. *To execute duties in a professional and competent manner.

ENQUIRIES
:
Me J.M. Fivaz Tel. No. (051) 4081464

APPLICATIONS
:
The Assistant Manager Acquisition Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Me J.M. Fivaz

POST 35/207
:
PROFESSIONAL NURSE REF. NO:  H/P/283
SALARY
:
R85 363 per annum

CENTRE
:
Fezile Dabi Health District:  Zamdela Community Health Center

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -Implementation and monitoring of Primary Health Care core package within the facility. -Implementation of effective management of material and human resource within the facility. -Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/208
:
PROFESSIONAL NURSE (2 POSTS) REF. NO.:  H/P/291
SALARY
:
R85 362 per annum

CENTRE
:
Fezile Dabi Health District:  Koppies Community Health Centre

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse and Midwife. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -PMTCT -Reproductive care -EPI programme -Health education *Curative services which includes: -Chronic care -Integrated management of childhood illnesses *Identify and implement needs for nursing care.

ENQUIRIES
:
Ms N.S. Malinga Tel. No. (056) 8113653

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/209
:
PROFESSIONAL NURSE (3 POSTS) REF. NO.:  H/P/292
SALARY
:
R85 362 per annum

CENTRE
:
Parys District Hospital

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse and Midwife. *South African Nursing Council receipt for the current year. Recommendations: *Ability to work under pressure. *Ability to implement and manage change. *Good interpersonal relations. *Good written and verbal communication skills. *Confidentiality.

DUTIES
:
*Identification of patient care needs. *Formulation and implementation of Nursing Care Plans. *Carry out any other tasks delegated to her/him.

ENQUIRIES
:
Me N.M. Mokoena Tel. No. (056) 8162119

APPLICATIONS
:
The Chief Executive Officer Parys District Hospital Private Bag X5 PARYS 9585 

FOR ATTENTION
:
Me L.A. Fourie

POST 35/210
:
PROFESSIONAL NURSE REF. NO.:  H/P/293
SALARY
:
R85 362 per annum

CENTRE
:
Fezile Dabi Health District:  Qalabotjha Clinic:  Frankfort

REQUIREMENTS
:
*Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse. *A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
*Render a comprehensive Primary Health Care service which entails the following: -Implementation and monitoring of Primary Health Care core package within the facility. -Implementation of effective management of material and human resource within the facility. -Implementation of quality assurance program within the facility. *Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/211
:
STAFF NURSE (9 POSTS) REF. NO.:  H/S/63
SALARY
:
R58 290 per annum

CENTRE
:
Elizabeth Ross Hospital, Witsieshoek

REQUIREMENTS
:
*Proof of registration with the South African Nursing Council as Enrolled Nurse. *Current year’s receipt from the South African Nursing Council. Recommendations: *Good communication skills. *Ability to function in a multi disciplinary team.

DUTIES
:
*Caring for a patient and executing nursing care plan. *Supervision and maintenance of the fluid balance of a patient. *Promotion of communication by and with a patient. *Preparation for and assistance with surgical procedures.

ENQUIRIES
:
Me M.C. Lerole Tel. No. (058) 7893940

APPLICATIONS
:
The Chief Executive Officer Elizabeth Ross Hospital Private Bag X804 WITSIESHOEK 9870

FOR ATTENTION
:
Ms M. Ramasobane

POST 35/212
:
SENIOR NURSING ASSISTANT REF. NO: H/N/54
SALARY
:
R58 290 per annum

CENTRE
:
Fezile Dabi Health District: Phahameng Clinic: Namahadi (Frankfort)

REQUIREMENTS
:
*Grade 10. *Enrolment with the South African Nursing Council as Nursing Auxiliary. Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
Render a comprehensive Primary Health Care service which entails the following: *To observe and report abnormalities. *Basic nursing care.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/213
:
SENIOR NURSING ASSISTANT REF. NO.:  H/N/55
SALARY
:
R58 290 per annum

CENTRE
:
Fezile Dabi Health District: SPS Tsatsi Clinic: Zamdela (Sasolburg)

REQUIREMENTS
:
*Grade 10. *Enrolment with the South African Nursing Council as Nursing Auxiliary. Recommendations: Appropriate knowledge of Primary Health Care services.

DUTIES
:
Render a comprehensive Primary Health Care service which entails the following: *To observe and report abnormalities. *Basic nursing care.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/214
:
SENIOR ADMINISTRATION CLERK GRADE I REF. NO.:  H/A/197
SALARY
:
R58 290 per annum

CENTRE
:
Services Marketing and Health Promotion Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
*Grade 10 (or equivalent qualification). *Computer literacy. *Office work experience. *Excellent written and verbal communication skills. *Very good interpersonal relations. Recommendations: *Able to work under pressure and long hours. *Portray the principles of Batho Pele at all times.

DUTIES
:
*Perform administrative functions for the divisions:  Healthy Lifestyles and Batho Pele. *Coordinate and streamline appointments for both divisions. *Ensure proper meetings procedures for both divisions. *Maintain proper record keeping and filing system. *Perform other office related functions such as: -Provide services of a messenger where necessary. -Assist other divisions with administration duties where necessary.

ENQUIRIES
:
Me L.A. Tlali Tel. No. (051) 4081434

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

FOR ATTENTION
:
Mr M. Mokgampanyane

POST 35/215
:
SENIOR OPERATOR (BOILER) (2 POSTS) REF. NO.:  H/O/12
SALARY
:
R49 665 per annum

CENTRE
:
Regional Laundry, QwaQwa

REQUIREMENTS
:
*ABET – must be able to read and write. *Relevant experience in Laundry Services. Recommendations: *Good communication skills. *Ability to work under pressure. *Good interpersonal relations. *Must be able to work shifts, weekends and public holidays. *Must be able to stand for long hours.

DUTIES
:
*Must be able to operate the oil and coal boilers. *Observe maintenance contractors working on the boilers. *Report any defaults. *Must keep the boilers clean. *The boiler house must also be kept clean inside and outside at all times. *Adhere to Health & Safety Act at all times. *Check oil, diesel and report back. *Check the main pipelines and the reservoirs. *Operate borehole water pump engines at the Laundry.

ENQUIRIES
:
Mr K.L. Sebeela Tel. No. (058) 7898272

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

FOR ATTENTION
:
Mr M. Mokgampanyane

POST 35/216
:
ADMINISTRATION CLERK GRADE I REF. NO.:  H/A/199
SALARY
:
R43 245 per annum

CENTRE
:
National District Hospital, Bloemfontein

REQUIREMENTS
:
Grade 10 (or equivalent) Certificate. Recommendations: *Computer literacy (Excel). *Knowledge of PERSAL. *Good interpersonal skills.

DUTIES
:
*Management of leave within the institution. *Management of all Recruitment and Conditions of Service functions. *General administration and personnel queries. *Perform Personnel Registry duties. *Updating of monthly personnel statistics (Establishment). *All other administrative tasks as delegated.

ENQUIRIES
:
Me P. Mehlwana Tel. No. (051) 4039621

APPLICATIONS
:
The Chief Executive Officer National District Hospital Private Bag X20598 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr J. Sothoane

POST 35/217
:
PROVISIONING ADMINISTRATION CLERK GRADE I REF. NO:  H/P/295
SALARY
:
R43 245.00 per annum

CENTRE
:
Fezile Dabi Health District:  Sasolburg

REQUIREMENTS
:
*Grade 12 (or equivalent qualification). *Computer literacy. Recommendations: *Sound knowledge of departmental policies. *Appropriate experience.

DUTIES
:
*Order shelve and non shelve stock on delegated family groups. *Request quotations for items not on contract. *Handle petty cash purchases according to prescribed procedures. *Capture requests on draw list on the system. *Filing of the issue vouchers. *Follow up on report RD012 and deal with discrepancies. *Report on requisition older than 1 month on a monthly basis. *Keeping of records for repairs and maintenance.

ENQUIRIES
:
Ms M.O. Beneke Tel. No. (016) 9709318

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST 35/218
:
PROVISIONING ADMINISTRATION CLERK GRADE I REF. NO.:  H/P/296
SALARY
:
R43 245 per annum

CENTRE
:
Fezile Dabi Health District:  Sasolburg

REQUIREMENTS
:
*Grade 12 (or equivalent qualification). *Computer literacy. Recommendations: *Sound knowledge of departmental policies. *Appropriate experience.

DUTIES
:
*Perform general warehouse management duties. *Receive and record stock in the warehouse. *Issue and record stock issued from the warehouse. *Control stock levels in the warehouse. *Perform stocktaking quarterly and annually. *Manage redundant/obsolete/disposable stock in the stores. *Maintain the draw lists and submit reports on a monthly basis. *Keep record of procurement advices.

ENQUIRIES
:
Ms M.O. Beneke Tel. No. (016) 9709318

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

ANNEXURE L
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF HEALTH

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

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

OTHER POSTS

POST 35/219
:
DEPUTY DIRECTOR: 2010 SOCCER WORLD CUP (4 POSTS) (5 –YEAR CONTRACT) 2010 UNIT REF NO: 70044810

SALARY
:
R427 836 per annum (all inclusive remuneration package of which a portion could be structured according to the individual’s needs)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Tertiary qualification or equivalent and relevant experience. Project management, networking, report writing and coordination.

DUTIES
:
Develop strategy and programmes for implementation of health requirements for the 2010 Soccer World Cup. Develop a strategy for stakeholder management in line with the requirements for the 2010 Soccer World Cup. Develop a business plan in line with the 2010 Soccer World Cup requirements. Ensure proper utilisation and management of resources.

ENQUIRIES
:
Ms L. Maqubela Tel: (011) 355 3813

CLOSING DATE
:
17 September 2007

POST 35/220
:
MIDDLE MANAGER: FINANCIAL ADMINISTRATION AND SYSTEMS REF NO: 70044812



Directorate: Financial Accounting

SALARY
:
R369 000 per annum (All inclusive remuneration package of which a portion could be structured according to the individual’s needs).

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Grade 12 (Mathematics and/ or Accounting) & appropriate Qualifications, relevant experience, BAS, SAP and PERSAL experience. Literacy skills, MS Word, PowerPoint, MS Project & an understanding of financial systems, Leadership skills. 

DUTIES
:
Preparation of annual financial statements for the Gauteng Department of Health. Ensure that amounts included in suspense Accounts are identifiable and cleared correctly & timeously. Improve the quality of general ledgers performed. Provide specific and ad hoc reports on a monthly basis and or as required. Perform bank reconciliations on a daily and monthly basis on the bank account. Perform timeous and accurate system reconciliations. Perform control over inter-departmental balances. Respond to audit matters And liaise with audit role players. Assist the department in obtaining a favourable audit opinion. Co-ordinate and assist institutions with Financial administration matters. Assist in managing the Service Level Agreement with the GSSC. Lead and manage a cohesive team of subordinates.

ENQUIRIES
:
Ms B. Deokaran. Tel: (011) 355-3041

CLOSING DATE
:
17 September 2007

POST 35/221
:
CHIEF MEDICAL OFFICER/SENIOR SPECIALIST REF NO: 70044938
SALARY
:
R369 000 – 427 835 per annum (All Inclusive Package)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with the HPCSA, In possession with applicable qualification, Appropriate experience.

DUTIES
:
Provision of clinical services in line with best available evidence. Co-ordinate and manage clinical services. Ensure adherence to the relevant health and public service legislations including Batho Phele and Patients Rights Charter as well Service Pledge, Teaching of junior staff.

ENQUIRIES
:
Dr. A. Christorou Tel: (011) 898 8320

CLOSING DATE
:
10 September 2007

POST 35/223
:
SENIOR SPECIALIST (RADIOLOGY) REF NO.70044930


Directorate: Radiology Department

SALARY
:
R369 000 all inclusive package

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Registered with Health Professional Council of South Africa, At least 5 years experience as a junior Specialist, Research capabilities with at least 2 publications in the past. Recommendations: Administrative and managerial skills candidate with Computer literacy have an advantage.

DUTIES
:
Teaching undergraduates and postgraduates and Registrars. Proficient in general ultrasound and be prepared to Learn specialized skilled in Musculoskeletal, Vascular, Heart and small parts. Proficient in minor intervention in Radiology like CT and ultrasound guided biopsies and drainage procedure, Rotation with Pretoria Academic Hospital and duties at Pretoria West Hospital.

ENQUIRIES
:
Dr. N Khan, Tel (011)318 6556

CLOSING DATE
:
14 September 2007

POST 35/224
:
DENTAL SPECIALIST REF NO: 70045028



Directorate: Central Wits (Region A)

SALARY
:
R353 871 per annum (inclusive package)(Pension fund, annual bonus, annual leave, medical aid, housing allowance, commuted overtime (by authorization), and partial remission of study fees, (if eligible)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS
:
Applicants should be registered with the Health Professions Council as Specialist in Community Dentistry, Experience in the field of Community Dentistry. Recommendation: Experience in teaching and training of under- and post-graduate students. Experience in Public Health will be an advantage, Experience in management/administration.

DUTIES
:
Teaching, coordinating, supervision, curriculum development at undergraduate level. Teaching and supervising of research post graduate level. Carrying out qualitative and quantitative research in the field and impact of educational programmes, Management, administration of community based activities, Serving on Departmental and University Committees.

ENQUIRIES
:
Dr V Yengopal (011) 717-2240 or (011) 717-2593

CLOSING DATE
:
20 September 2007

POST 35/225
:
PRINCIPAL MEDICAL OFFICER (ANAESTHESIOLOGY AND GENERAL) (2 POSTS) REF NO: 700444880

SALARY
:
R 311 528- 360 909 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with HPCSA, MBCHB. At least three years post community service in the Dept. of Anaethesiology .DA. Good interpersonal, leadership skills.

DUTIES
:
Perform clinical duties in the Department. Supervise and teach junior medical staff. Perform overtime duties on premises. Assist with administrative duties and participate as a team leader in managing quality clinical care, Active participation in academic activities of the department.

ENQUIRIES
: 
Dr. G. Laker Tel (011) 898 8067

CLOSING DATE
:
10 September 2007

POST 35/226
:
REGISTRAR (ORTHOPAEDICS) REF NO.70044929


Directorate: Medical

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIMENTS
:
Full registration with HPCSA as general practitioner with MBCHB degree. Completion of internship as well as community service. Must have passed the primary examination (M.MED or FCS). Recommendation: Include full CV with previous experience.

DUTIES
:
The post will be based in Kalafong but rotation to other academic hospitals in the complex will take place to ensure exposure to super speciality units, not available at the hospital. Full participation in all activities required from post including patients ward care, out patients clinic academic discussions and research. Teamwork is essential.

ENQUIRIES
:
Dr. N.S Motsitsi, Tel (011)373 1017

CLOSING DATE
:
14 September 2007

POST 35/227
:
SENIOR MEDICAL OFFICER X2 (ANAESTHESIOLOGY & GENERAL REF NO: 70044878

SALARY
:
R 196 815-228 492 per annum 

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with HPCSA, MBCHB. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in the Department. Supervise and teach junior medical staff. Perform overtime duties on premises. Active participation in academic activities of the department.

ENQUIRIES
:
Dr. A. Christoforou Tel (011) 898 8320

CLOSING DATE
:
10 September 2007

POST 35/228
:
CHIEF PHARMACIST REF NO: 70044887
SALARY
:
R196 815 – 228 492 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with SA Pharmacy Council as a Pharmacist. Professional competence. Hospital pharmacy experience. Leadership skills. Experience in financial and budget control. Be competent in managing people. Competent in the application, interpretation and implementation of Pharmacy acts and prescripts.

DUTIES
:
Management of the pharmacy in general as the responsible pharmacist. Provide professional and scientific leadership. Serve on various committees as part of top management and the executive management on pharmacy and drug supply matters.

ENQUIRIES
:
Dr. A. Naidoo Tel (011) 898 8317

CLOSING DATE
:
10 September 2007

POST 35/229
:
MIDDLE MANAGER: FINANCE REF NO: 700445002


Directorate: Finance

SALARY
:
R196 815 – 228 492 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Standard 10 or Grade 12 certificate. Three years tertiary qualification in finance will be an advantage. 5 years recent relevant experience of which 2 years must be managerial. 6 months experience in internal control and risk management. Knowledge of different applications used in finance. Person must be a change agent and be able to work independently. Strong personal attributes. Knowledge of Microsoft office (Ms Word and Ms Excel). Good knowledge and understanding of relevant legislative environment including the PFMA and risk management concept and frameworks. Treasury Regulations, Strategic thinking, communication, report writing, conflict management, problem solving, negotiation and decision making skills required. 

DUTIES
:
Support the manager in creation and establishment of a fully functional internal control unit for compliancy, governance, risk management and inspectorate purpose. Strengthen the internal control, verification process and submit written reports based on the findings. Write reports to all internal and external audit queries.

ENQUIRIES
: 
Ms B.J. Seleke Tel: (011) 933 9748

CLOSING DATE
:
17 September 2007

POST 35/230
:
PHARMACIST REF NO: 70045016


Directorate: Pharmaceutical Services
SALARY
:
R196 815 per annum (Plus Benefits)

CENTRE
:
West Rand District – Region A

REQUIREMENTS
:
Professional Registration with the SAPC as a Pharmacist. Computer literate, research and analytical skills. Good verbal and written communication skills as well as financial management and leadership skills. Valid driver’s license. 

DUTIES
:
Overall management of Regional Pharmacy. Co-ordinate and supervise resources necessary to provide an efficient District Pharmaceutical Services. Ensure adherence to Good Pharmacy Practice and Good Manufacturing Practice. Ensure a quality and effective drug supply management system. Ensure Implementation and adherence to policies and standard operating procedures. Ensure that systems are in place for effective supply chain management and stock control. Supervise the supply line from the Regional Pharmacy to Primary Health Care facilities. Provide a comprehensive advisory service on professional specific matters. Ensure Training, education and development of pharmacy staff and other health care workers. Support visits to Primary Health Care facilities in the West Rand, Support the Comprehensive HIV and AIDS Care, Management and Treatment in the West Rand. Implementation of an effective drug down referral system in the West Rand.

ENQUIRIES
:
J. Visser, Tel: (011) 953 4515/6

CLOSING DATE
:
19 September 2007

POST 35/231
:
ASSISTANT DIRECTOR: HUMAN RESOURCE MANAGEMENT REF NO.70044927



Directorate: Human Resource

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
An appropriate three (3) years Diploma/Degree/Grade 12 with five (5) years experience in Human Resource Management supervisory level. Recommendations: Knowledge of HR legislative, Frame Work, strong leadership and problem solving skills. Sound knowledge of PERSAL System.

DUTIES
:
Manage and render effective personnel and salary administration including overtime and leave. Monitor and maintain effective Human Resource policies and procedures in Human Resource administration. Oversee and maintain Human Resource Information System including HR database, Remunerative Work Outside Public Service(RWOPS), Absenteeism profile. Monitor staff establishment and personnel budget. Responsible for performance management and discipline in Human Resource.

ENQUIRIES
:
Ms P.M Kubheka, Tel (012) 318 6686

CLOSING DATE
:
14 September 2007

POST 35/232
:
PRINCIPAL PHARMACIST REF NO: 70044883
SALARY
:
R157 686 – R183 066 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
B.Pharm/equivalent accredited qualification by SAPC. Current registration with SAPC as a pharmacist. Appropriate management experience. Good organizing, planning skills and interpersonal relations.

DUTIES
:
Support and deputize the pharmacist in charge. Co-ordinate and supervise resources necessary to provide efficient pharmacy service. Ensure quality provision of pharmaceutical care and adherence to current practices of good pharmacy practice and good manufacturing practice. Render professional advisory service such as training and development of staff. Assist with workflow and quality assurance of service. Monitoring and reporting of pharmaceutical expenditure, adherence to budgetary control measures and promotion of rational drug use. Participate in research by co-operating with other professionals to ensure the quality care of patients by ensuring continuous supply of medication. Ensure legal and safe dispensing of ARV medicine to patients as well as security of the ARV stock. Ensure adherence to ARV treatment guidelines.

ENQUIRIES
:
Dr. A. Naidoo Tel (011) 898 8317

CLOSING DATE
:
10 September 2007

POST 35/233
:
ASSISTANT DIRECTOR: FINANCE REF NO: 70044889
SALARY
:
R 157 686 – 183 066

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Appropriate degree or equivalent qualification or Grade12 with 5 – 10 years experience in finance. Extensive and practical knowledge and government budget procedures, BAS, PFMA, Treasury Regulation and Government Financial Policies. Computer literacy and MS Excel. Excellent written and verbal Communication skills. Good interpersonal relations and ability to work independently and as part of the team. A working knowledge of supply chain management will be an advantage.

DUTIES
:
Compile and control budget of the institution. Allocate and align to the operational plan of the institution. Prepare cash flow and in year monitoring reports. Compile management report with budget, expenditure, projections and control accounts and monitor against budget. Analyse expenditure reports to be able to give sound advice to management for decision making. Preparation and presentation of management reports. Monitoring and compliance to financial management policies in the institution. Ensure completeness, accuracy and validity of monthly reports. Ensure submission of reports on time. Ensure that projected revenue is collected. Oversee contract management in the institution. Attend to audit queries. Facilitate timeous response to audit queries and ensuring that set due dates are met. Provide training and guidance to subordinates and colleagues. 

ENQUIRIES
:
Ms. L. Ndlovu Tel (011) 898 8316

CLOSING DATE
:
10 September 2007

POST 35/234
:
ASSISTANT DIRECTOR: REHABILITATION SERVICES REF NO: 70045122



Directorate: Rehabilitation

SALARY
:
R157 686 – R 183 066 per annum (plus benefits)

CENTRE
:
Ekurhuleni District Services 

REQUIREMENTS
:
Tertiary qualification in the field of Occupational Therapy, Physiotherapy or Speech Therapy. Registration with the HPCSA. Recommendations: Appropriate management experience. 

DUTIES
:
Planning and implementing of community based rehabilitation services in the district. Plan, monitor and implement all procurement and management of assets and consumables including maintenance, upgrading and replacement of specialized equipment. Promote the rights of disabled persons and their families and the need for rehabilitation services. Ensure the provision of assistive devices for people with disabilities in the district. Manage allocated human resources according to the regulation of the department.

ENQUIRIES
:
Dr A Govender Tel (011) 876 1700/1802

CLOSING DATE
:
17 September 2007

POST 35/235
:
CHIEF MEDICAL ORTHOTIST/PROSTHETIST REF NO: 70044892
SALARY
:
R 132 054 - 153 312 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Current registration with the council as Medical Orthotist. Appropriate post qualification experience. Financial and HR management computer literacy. Stock control. Valid driver’s license. Good interpersonal relations.  

DUTIES
:
management of the section. Manage stock. Manage staff.  Train students and staff. Engage in the outreach programmes for the community. Manufacturing of MOP devices.

ENQUIRIES
:
Dr. A. Christoforou Tel (011) 898 8320

CLOSING DATE
:
10 September 2007

POST 35/236
:
CHIEF PHYSIOTHERAPIST REF NO: 70044978
SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Central Sub-District/ Region C

REQUIREMENTS
:
Tertiary qualifications in Physiotherapy, registration with the HPCSA and code 8 driver’s licence. Adequate experience in community-based rehabilitation.  Comprehensive knowledge of the physically and mentally disabled.  Computer literacy and management experience.

DUTIES
:
The development and rendering of a district level physiotherapy service at clinics and the community.  Work in a multi-disciplinary team in providing treatment to individuals and groups of clients with physical, mental impairments and disabilities.  Arrange and participate in awareness events in communities on disability prevention and service promotion.  Participate in the training and supervision of junior staff, management and administrative duties.

ENQUIRIES
:
Mr.Peter I. Silwimba   Tel (012) 303 9021

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 September 2007

POST 35/237
:
CHIEF SPEECH THERAPIST AND. AUDIOLOGY REF NO: 70044816



Directorate: Audio logy

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Leratong Hospital

REQUIREMENTS
:
Tertiary qualification in Speech Therapy and Audio logy. Registration at the HPCSA as Speech Therapy and Audio logy. Appropriate management and clinical experience of more than 5 years

DUTIES
:
Render, manage and contribute to the planning of quality speech therapy and Audi logy service. Implement sectional and provincial assurance measures and programmes. Plan and implement all aspects of financial management related to the department. Formulate and review sectional strategies and contribute to the formulation of provincial strategies. Participate in and initiate CPD activities. Co-ordinate process, verify, record, update and resolve HT administration services for. Manage all allocated human resources (support and supervision of staff)

ENQUIRIES
:
Dr B J Wojtowlcz Tel: (011) 411 3508

CLOSING DATE
:
14 September 2007

POST 35/238
:
CHIEF PHYSIOTHERAPIST REF NO: 70045071


Directorate: Allieds

SALARY
:
R132 054 per annum (Plus 10% scares skills allowance & other benefits)

CENTRE
:
Tembisa Hospital
REQUIREMENTS
:
Registration with the HPCSA as Physiotherapist. A reasonable amount of years experience as a Physiotherapist in a supervisory position. Good leadership, management, administrative and communication skills as well as computer literacy.

DUTIES
:
Provision of effective and efficient Physiotherapy programmes and services according to the set standards. Supervision of all staff in the Physiotherapy department. Actively participate in planning organizing, leading controlling and decision making. Quality control and quality checks. Budgeting, budget control, and stock control. Ability to apply progressive discipline as well as implementation of prescribed legislation policies and procedures

ENQUIRIES
:
Ms. F.K Mokgokong, Tel (011) 923 - 2330

CLOSING DATE
:
19 September 2007

POST 35/239
:
SENIOR PHARMACIST REF NO.70044932


Directorate: Health

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
B.Pharm/ Dip Pharm or equivalent qualifications. Registration with SAPC.

DUTIES
:
Dispensing and patients advice. Ordering, control and Provision of stock. Staff supervision and evaluation. Statistics and administration of work done. Facility management. Repacking and manufacturing.

ENQUIRIES
:
Mr S.J Ferreira, Tel (012) 318 6695

CLOSING DATE
:
14 September 2007

POST 35/240
:
PRINCIPAL LIBRARIAN REF NO: 70045003


Directorate: Health

SALARY
:
R 132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Ann Latsky Nursing College

REQUIREMENTS
:
Appropriate recognized degree. At least five years appropriate post degree experience in an academic, medical or nursing Library. Financial Skills. Computer skills. Good interpersonal relationships. Management skills. A valid drivers license  

DUTIES
:
Maintain and develop current information services to students and staff. Maintain and develop the current library collection. This includes the selection, acquisition, cataloguing, indexing and preservation of all formats of library material in accordance with professional principles. Develop and implement a strategic plan to: Promote access to electronic information sources in the Health Science for students and staff; Integrate information literacy training (i.e. empowerment programmes for library staff and users) and the use of electronic information sources into the academic programme of the Nursing College. Negotiate and liaise with clients, government organizations and the library and information services professional community. Market the library resources and services. Conduct research concerning matters related to library and information services. Manage all human resource, financial, asset management and procurement matters related to the effective functioning of the library. Recommendation: Professional membership of LIASA (Library and Information Association of South Africa)

ENQUIRIES
:
Mr JD. Cloete Tel: (011) 644 8912

CLOSING DATE
:
17 September 2007

POST 35/241
:
CHIEF PROFESSIONAL NURSE REF NO: 70045121


Directorate: P.H.C

SALARY
:
R132 052 – R 153 312 per annum (plus benefits)

CENTRE
:
Kwa-Thema P.H.C.

REQUIREMENTS
:
Registration with SANC as a Professional Nurse and midwife. Community Nurse, psychiatric Nurse. 3 years or more experience as a professional Nurse. Recommendations: Knowledge of the district health system principles, financial and resource management. Must be prepared to work under pressure. Knowledge of legislations relevant to her scope of practise. Knowledge of clinical work at the primary health care level. Knowledge of Batho-pele principles and patient’s right charter. Be prepared for rotation to all district health services. PHC skill will be highly recommended. Good communication and interpersonal relations. A valid driver’s license.

DUTIES
:
Perform nursing care duties as laid down in the scope of practice. Render comprehensive Primary Health Care (Promotive, Preventative and Curative.) Exercise control of staff regarding discipline, duty hours, leave absenteeism, safety, work ethics and quality of patient care. Management of the patient in the facility. Exercise the necessary control to ensure the medico-legal risks are prevented. Ensure that policies, Acts and regulations of the department/government are implemented and complied with e.g. Batho-pele principles, Occupational and safety Act. Maintain client satisfaction through quality service, innovation and professional nursing care. Ensure that patient right and privacy are respected at all times. Ensure that all procedures are carried out effectively and efficiently. Willingness to work day and night duty and rotates in clinical units.

ENQUIRIES
:
Ms E.N. Ntuli Tel (011) 737 6741

CLOSING DATE
:
17 September 2007

POST 35/242
:
SENIOR PROFESSIONAL NURSE REF NO: 70045058


Directorate: Art

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Diploma in Nursing. Registration with the S.A. Council as a Professional Nurse. Three years experience in Nursing. Good communication, organisational and interpersonal skills.

DUTIES
:
Supervision of nursing personnel. Assistant formulation and implementation of institutional operational plan. Exercise control of all personnel regarding discipline, hours of duty and work ethics. Implement and promote quality health care. Assistant with formulation and implementation of nursing policies. Education and training of nursing personnel. Adhere to all acts and Regulations pertaining to health service and public service management. Monthly data collection, interpretation and analysis. Ability to function effectively under stressful situations. Participate in awareness campaign Research projects. Be able to maintain confidentiality. 

ENQUIRIES
:
Ms Z.P.N Mofokeng Tel: (011) 345 - 1240

CLOSING DATE
:
14 September 2007

POST 35/243
:
SENIOR PROFESSIONAL NURSE REF NO: 70045061

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Germiston Hospital 

REQUIREMENTS
:
Diploma in Nursing. Registration with the S.A. Council as a Professional Nurse. Three years experience in Nursing. Good communication, organisational and interpersonal skills.

DUTIES
:
Supervision of nursing personnel. Assistant formulation and implementation of institutional operational plan. Exercise control of all personnel regarding discipline, hours of duty and work ethics. Implement and promote quality health care. Assistant with formulation and implementation of nursing policies. Education and training of nursing personnel. Adhere to all acts and Regulations pertaining to health service and public service management. Monthly data collection, interpretation and analysis. Willingness to work day and night duties and rotate when the needs come. Ability to function effectively under stressful situations.

ENQUIRIES
:
Ms Z.P.N Mofokeng Tel: (011) 345 - 1240

CLOSING DATE
:
14 September 2007

POST 35/244
:
PRINCIPAL PERSONNEL OFFICER REF NO: 70044971


Directorate: Service Benefits 

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Leratong Hospital

REQUIREMENTS
:
Appropriate tertiary qualification / Grade 12 with relevant experience in Human resource Administration environment. Extensive knowledge and experience on Persal system. Good business writing and interpersonal skills and customer orientated person. Knowledge of all Human Resource process ,Public service regulatory frame work and relevant HR prescripts.

DUTIES
:
Monitor and implement service benefits policies and regulations in the department. Sign off documents regarding appointments, transfers, service terminations and other Human Resource process to Gauteng Shared Service Centre. Liaise with different work streams at the GSSC and internally on service benefit issues. Ensure effective interpretation and implementation of policies. Maintaining and update employee personnel records, supervise, develop and mentor junior staff. Provide monthly reports / statistics when required.

ENQUIRIES
:
Ms M A Rammego Tel: (011) 411 - 3677

CLOSING DATE
:
14 September 2007

POST 35/245
:
SENIOR LABOUR RELATIONS OFFICER REF NO: 70044814


Directorate: Human Resources

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Leratong Hospital

REQUIREMENTS
:
National Diploma in Human Resource or equivalent. Relevant experience through Knowledge of Labour Relations and other relevant legislations. Excellent consultations, verbal and written skills.

DUTIES
:
Ensuring applications of best procedures and policies to ensure sound labour relations climate. Facilitate and handling disciplinary and grievance cases. Advising arrangement on policy matters with specific reference to employee relations. Advising and assisting management and staff on dispute resolution procedures. Training employee in the application of sound labour relation procedures. Participate in negotiations with employee organizations. Take responsibility of correspondence and administration of Labour Relations matters. Compilation of reports.

ENQUIRIES
:
Ms M A Rammego Tel: (011) 411 3677

CLOSING DATE
:
14 September 2007

POST 35/246
:
ADMINISTRATIVE OFFICER (5 YEAR CONTRACT) 2010 UNIT REF NO: 70044809

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Central Office

REQUIREMENTS
:
Tertiary qualification / equivalent or Grade 12 with relevant experience. Communication at a high level, procurement processes and computer skills.

DUTIES
:
Assist in organising meetings for the unit and liaise with Region, Metro and District  Managers. Facilitate procurement of goods and services for the unit. Deal with correspondence. Attend to queries (telephonic, written or personal). Asset control for the unit.

ENQUIRIES
:
Ms Lusanda Maqubela, Tel (011) 355 3813

CLOSING DATE
:
17 September 2007

POST 35/247
:
SOCIAL WORKER REF NO: 70044881
SALARY
:
R106 335 – 123 456 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
The candidate should be in possession of a B-degree in Social Work and registered with the SA Social Services Professional Council.

DUTIES
:
Render therapeutic services to Health care users and their support system regarding promotion of social and emotional being of individuals, families, groups, and communities. Conduct interviews and assessment aimed at identifying conditions in individual groups, families and communities that justify relevant intervention. Make appropriate interventions effectively. Engage in programs relating to care, support and empower those infected and affected by the HIV/AIDS pandemic and other epidemic conditions experienced by the Health department as the need arises. Administrative duties will include accurate report keeping, daily/monthly and annual statistics. Maintain physical/electronic records.

ENQUIRIES
:
Dr. R. Motsoane Tel (011) 898 8221

CLOSING DATE
:
10 September 2007

POST 35/248
:
SENIOR PHYSIOTHEPIST REF NO: 70044882
SALARY
:
R106 335 – 123 456 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with HPCSA.  Appropriate experience.

DUTIES
:
Planning and implementing physiotherapy services in all allocate areas. Record keeping, data collection. Management of duties whenever necessary. Health education. Supervision of students and juniors.

ENQUIRIES
:
Dr. A. Christoforou Tel (011) 898 8320

CLOSING DATE
:
10 September 2007

POST 35/249
:
INTEGRATED EMPLOYEE WELLNESS PRACTITIONER REF NO: 70044890
SALARY
:
R106 335 – 123 456 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Relevant post matric qualification. Registration with relevant HP council. Basic counseling skills, communication skills, verbal and written. Presentation skills. Computer literacy. Good interpersonal relations. A valid driver’s license.

DUTIES
:
Provide basic counseling skills to employees within the hospital. Co-ordinate referrals to internal and external service providers. Establish and maintain data base for referrals. Offer training on life skills and preventative programmes. Co-ordinate and implement workplace HIV/AIDS and EAP programme. Compile monthly and quarterly reports. Implement workplace employee wellness programme, stress management, workplace violence as well as monitoring and evaluation of the programme. Organize workplace events on health related issues. Analyse EWP cases and provide recommendation to management. Market Employee Wellness programme and ICAS.

ENQUIRIES
: 
Ms. L. Ndlovu Tel (011) 898 8316

CLOSING DATE
:
10 September 2007

POST 35/250
:
PRINCIPAL TELECOM OPERATOR REF NO: 70044895
SALARY
:
R106 335 – 123 456 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Grade12 or equivalent, good planning organizational, communication, written, verbal and supervisory skills. Ability to work under pressure and independent.

DUTIES
:
See to it that switchboards are properly manned and that relief arrangements are made when needed so that telephone traffic flows properly. See to it that switchboards are always in proper working order, that all defects are reported and that repairs are speedily done. Check private calls and see to it that the costs for the calls are recovered. Keep departmental telephone directory up to date and distribute amendments when necessary.

ENQUIRIES
: 
Ms. V. Bulana Tel (011) 898 8206

CLOSING DATE
:
10 September 2007

POST 35/251
:
SENIOR PROFESSIONAL NURSE (2 POSTS) REF NO: 70045102


Directorate: P.H.C

SALARY
:
R106 335 – R 123 456 per annum (plus benefits)

CENTRE
:
Kwa-Thema P.H.C.

REQUIREMENTS
:
Registration with SANC as a Professional Nurse and Midwife. Community Nurse, Psychiatric Nurse. 3 years or more experience as a professional Nurse. Recommendations: Knowledge of the district health system principles, financial and resource management. Must be prepared  to work under pressure. Knowledge  of legislations relevant to her  scope of practise. Knowledge of clinical work at the primary health care level. Knowledge of Batho-pele principles and Patient’s right charter. Be prepared for rotation to all district health services. PHC skill will be highly recommended. Good communication and interpersonal relations. A valid driver’s license.

DUTIES
:
Ensure adherence to National and Provincial policies and guidelines. Be a team leader. Willing to work in maternity, psychiatric, non-communicable units. Ability to work independently and cope well under stressful situations. Be prepared to work night shift. Be able to do clinical work at the clinic. Exercise proper control over medication, equipment and stationery.

ENQUIRIES
:
Ms E.N. Ntuli Tel (011) 737 6741

CLOSING DATE
:
17 September 2007

POST 35/252
:
PROFESSIONAL NURSE (3 POSTS) REF NO: 70045104


Directorate: P.H.C

SALARY
:
R85 362 – R 99 108 per annum (plus benefits)

CENTRE
:
Esangweni M.O.U.

REQUIREMENTS
:
Proof of registration with the SANC as a Professional Nurse. Recommendations: Knowledge and experience in midwifery and relevant knowledge of legislations, pertaining to the practice of midwife. Knowledge of Batho-pele principles and patients rights. Good communication and inter-personal relations.  

DUTIES
:
To practise midwifery according to relevant legislations, Public Service Act, Batho- pele principles and patients right charter. To implement departmental policies. To ensure safety of patients and their belongings.  To ensure proper record keeping. To have knowledge of PMTCT programmes. To ensure safe keeping of equipments, stationery medicine/drugs and their control. Be able to work under pressure and independently and be prepared to work shifts and nights duty.

ENQUIRIES
:
Ms F. Sehume Tel (011) 975 4681

CLOSING DATE
:
17 September 2007

POST 35/253
:
ORAL HYGIENIST REF NO: 70044862

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Region C

REQUIREMENTS
:
A degree/ diploma in Oral Hygiene including expanded functions.  Good writing and communication skills.  Valid driver’s licence will be essential.  Registration with HPCSA as an Oral Hygienist.  Experience in Community Oral Health Services will be an advantage. 

DUTIES
:
Assess the need of community based Oral Health Services.  Formulating, implementing Oral Health Promotion and specific protection programmes and the execution thereof.  Support the facilitation of outreach programmes and provide reports on service delivery.  Responsible for development and training.

ENQUIRIES
:
Ms.Buys   Tel (012) 322 6636

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 September 2007

POST 35/254
:
PROFESSIONAL NURSE REF NO: 70045105


Directorate: P.H.C

SALARY
:
R85 362 – R99 108 per annum (plus benefits)

CENTRE
:
Kwa-Thema C.H.C.

REQUIREMENTS
:
Proof of registration with the SANC as a Professional Nurse. Recommendations: Knowledge and experience in midwifery and relevant knowledge of legislations, pertaining to the practise of midwife. Knowledge of Batho-pele principles and patient’s rights. Good communication and inter personal relations. Be prepared for rotation to all district health services. PHC skill will be highly recommended. Good communication and interpersonal relations. A valid driver’s license.

DUTIES
:
To practise midwifery according to relevant legislations, Public Service Act, Batho-pele principles and patient’s right Charter. To implement departmental policies. To ensure safety of patients and their belongings. To ensure proper record keeping. To have knowledge of PMCT programmes. To ensure safe keeping of equipment, stationery, medicine/drugs and their control. Be able to work under pressure and independently.

ENQUIRIES
:
Ms E.N. Ntuli Tel (011) 737 6741

CLOSING DATE
:
17 September 2007

POST 35/255
:
PROFESSIONAL NURSE (2 POSTS) REF NO: 70045120


Directorate: P.H.C / M.O.U.

SALARY
:
R85 362 – R 99 108 per annum (plus benefits)

CENTRE
:
Nokuthela Ngwenya C.H.C.

REQUIREMENTS
:
Proof of registration with the SANC as a Professional Nurse. Recommendations: Knowledge and experience in midwifery, P.H.C and relevant knowledge of legislations, pertaining to the practise of midwife. Knowledge of Batho-pele principles and patient’s right. Good communication and inter personal relations.

DUTIES
:
To practise midwifery P.H.C. according to relevant legislations, Public Service Act, Batho-pele principles and patient’s right Charter. To implement departmental policies. To ensure safety of patients and their belongings. To ensure proper record keeping. To have knowledge of PMCT programmes. To ensure safe keeping of equipment, stationery, medicine/drugs and their control. Be able to work under pressure and independently.

ENQUIRIES
:
Ms J.F. Joubert Tel (011) 734-2111

CLOSING DATE
:
17 September 2007

POST 35/256
:
CHIEF DENTAL ASSISTANT (2 POSTS) REF NO: 70044898


Directorate: Oral 

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
JHB Metro District Service  

REQUIREMENTS
:
Certificate in Dental Assistant and registration with HPCSA. Grade 12 certificate, minimum of 6 years experience, Good communication & writing skills. Code 8 Drivers license
DUTIES
:
Assist clinicians in the rendering of comprehensive dental treatment. Apply infection control procedures at all times. Assist with Oral Health school programmes. Complete patients record charts, including charting during examinations. Execute the necessary administration work.

ENQUIRIES
:
Ms. Beauty Thring Tel No: (011) 933-1055/1112

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 September 2007

POST 35/257
:
FINANCIAL CLERK REF NO: 70044891


Directorate: Finance

SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Dunswart Provincial Laundry

REQUIREMENTS
:
Grade 10 certificate or equivalent qualification. Experience in financial environment. Good understanding of PFMA and Treasury Regulations. Computer literacy compulsory. Knowledge of Excel, SAP and BAS will add as an advantage. Good verbal and written communication.
DUTIES
:
Co-ordinate and monitor office procedures. Prepare payments for goods and services rendered to the institutions. Receive and record invoices in the payment register. Compile payment advice and entity maintenance. Compile journals. Filing all documents and invoices in order and sequence. Ensure customer satisfaction. Assist financial manager with the budget related matters. Perform any function as delegated by head of institution. Compile and provide monthly reports. Reconciliations BAS/BAUD. Responsible for receipts & revenue register. Responsible for petty cash. Recommendations: Ability to work under pressure. Good interpersonal relations, communication, planning, coordination, organizing and decision making skills.

ENQUIRIES
:
Mrs. Ria Muller / Mrs. Wendy Oberholzer Tel No: (011) 892-3367

FOR ATTENTION
:
Ms. Patricia Mabote 

CLOSING DATE
:
14 September 2007 

POST 35/258
:
PROFESSIONAL NURSES (STEPDOWN (2 POSTS) REF NO: 70045004



Directorate: Nursing

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Registration with S.A. Council as a professional Nurse. Good communication, organizational and interpersonal skills. 

DUTIES
:
Practice as clinician according to the scope of the nursing practice as laid down by the South African Council. Management of patients in the wards/ Department. Control all stock items and use of consumables. Exercise control of all staff regarding discipline, hours of duty, safety, work ethics and quality of patient care etc. Ensure that all Acts and Regulations of the Government are Complies with and implemented, e.g. Occupational Health and Safety Act. Assist and evaluate the Sub-category of staff as required by the chief Professional Nurse. Give in-service training to nursing, cleaning and house keeping staff as required. Exercise the necessary control to ensure the medico-legal risks are prevented. Ensure that all procedures are carried out effectively and efficiently. Willingness to work day and night shifts and rotates in all clinical departments. Ability to function effectively under stressful situations

ENQUIRIES
:
Ms. Z.P.N, Mofokeng (011)345 1240

CLOSING DATE
:
13 September 2007

FOR ATTENTION
:
Patricia Mabote

POST 35/259
:
PROFESSIONAL NURSE (2 POSTS) REF NO: 70045069
SALARY
:
R 85 362 per annum (Plus Benefits)
CENTRE
:
Tembisa Hospital
REQUIREMENTS
:
Registered as General Nurse and Midwife. Valid SANC Licence to practice

DUTIES
:
To supervise and manage the provision general nursing care in Step-Down Unit. To promote environmental cleanliness. Promote Infection Control and Waste Management. Promote Quality Assurance standards. Promote Clinical Training through in-service education to Staff Nurse and Auxiliary Nurse under her Supervision. Implement Performance Management and Development. Advocate Batho-Pele, Service Pledge and Patients Rights Charter. 

ENQUIRIES
:
Ms. N Mpambo, Tel (011) 923 - 2050 

CLOSING DATE
:
19 September 2007

POST 35/260
:
PRINCIPAL DENTAL ASSISTANT (3 POSTS) REF NO: 70044899


Directorate: Oral 

SALARY
:
R68 995 per annum (plus benefits)

CENTRE
:
JHB Metro District Service

REQUIREMENTS
:
Certificate in Dental Assistant and registration with HPCSA. Grade 12 certificate, minimum of 4 years experience. Good communication & writing skills. Code 8 Drivers license
DUTIES
:
Assist clinicians in the rendering of comprehensive dental treatment. Apply infection control procedures at all times. Assist with Oral Health school programmes. Complete patients record charts, including charting during examinations

ENQUIRIES
:
Ms. Beauty Thring Tel No: (011) 933-1055/1112

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 September 2007

POST 35/261
:
SENIOR SECRETARY GRADE II REF NO : 70045006



Directorate: Administration

SALARY
:
R68 955 pa (Plus benefits)

CENTRE
:
Oral and Dental Hospital, Pretoria

REQUIREMENTS
:
Grade 12 or equivalent with typing as a passed subject plus a maximum of 5 years appropriate experience. Computer literacy – Proof to be provided of the successful completion of Microsoft Office (Excel, Word, PowerPoint). Ability to operate fax machines. Strong organisational and administrative capabilities. Language proficiency. Good verbal and written communication skills. Good Interpersonal relations. Ability to work under pressure.

DUTIES
:
Act as Secretary to the Deputy Director: Administration. Handle the typing of all internal and outgoing correspondence. Receive and make calls. Maintain a filing system. Receive and record all official incoming mail. Receive and transmit messages with a fax machine. Ensure that all designated computer hardware and software are maintained according to the specific instructions. Keeping a diary. Making photocopies. Ordering stationery. Attend and record proceedings of meetings when required. Management of all administrative affairs within the office. Conduct internet research. Arrange meetings. Receiving messages. Track and follow up issues on behalf of the Deputy Director. Short listed candidates may be required to undergo a competency test.

ENQUIRIES
:
Mrs. Wilma Steinbach Tel (012) 303 9169

CLOSING DATE
:
19 September 2007

POST 35/262
:
POST BASIC PHARMACIST ASSISTANT (2 POSTS) REF NO: 700445017



Directorate: Pharmaceutical Services
SALARY
:
R68 955 per annum (Plus Benefits)

CENTRE
:
West Rand District – Region A

REQUIREMENTS
:
Registration with the SAPC as a qual. Post Basic Pharmacist Assistant – Public sector. Knowledge of Pharmaceutical Acts & Laws. Dispensing Skills, computer literacy, Communication skills.

DUTIES
:
Ensuring proper surveillance of medicine procurement and consumption. Exercise strict ordering, receiving, storage and security of medicine. Implementation of Standard Operating Procedures, Good Pharmacy Practice Norms and Standards. Quality Assurance. Participate in research with regards to Pharmaceutical related issues. Adhere to policies and procedures including Batho Pele Principles. Assist in the ART role out. Preparation of scripts under supervision of a pharmacist with counseling of patients to ensure optimal compliance with use of medication. Distribution of medication to clients and assist in pharmaceutical service delivery in facilities. Cold chain management. Assist in training of basic level pharmacist assistants. Bulk compounding and manufacturing. Teamwork with all relevant stakeholders. Maintenance of all relevant documentation.

ENQUIRIES
:
S. Davis, Tel: (011) 951 6020/3/5 

CLOSING DATE
:
19 September 2007

POST 35/263
:
ENROLLED NURSING ASSISTANTS X 10 REF NO: 70044894
SALARY
:
R 68 955 – 80 058 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
SANC registration as a nursing Assistant. Matric Certificate. Good communication and interpersonal skills commitment and dedication including team spirit.

DUTIES
:
Assist in rendering quality patient care within her scope of practice. Total patient care to all patients. Adherence to policies. Be prepared to work day and night shift on rotation basis.

ENQUIRIES
:
Ms. I. Masilela Tel (011) 898 8314

CLOSING DATE
:
10 September 2007

POST 35/264
:
STAFF NURSE (4 POSTS) REF NO: 70045068

SALARY
:
R 58 290 per annum (Plus Benefits)
CENTRE
:
Tembisa Hospital
REQUIREMENTS
:
Enrolled as Staff Nurse, a valid licence to practice as a nurse.
DUTIES
:
To render basic Nursing Care according to procedures and methods. Responsible for environmental cleanliness and ensure compliance to Waste Management procedures. Implement Quality Assurance standards. Comply and promote Batho-Pele Principles, Service Pledge and Patients Right Charter.
ENQUIRIES
:
Ms. N Mpambo, Tel (011) 923 - 2050

CLOSING DATE
:
19 September 2007

POST 35/265
:
HUMAN RESOURCE CLERK REF NO: 70044813


Directorate: Human Resources

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Leratong Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent, extensive HR experience and persal. Sound knowledge of the following Acts. Public Service Act 103 / 1994, PSCBC Resolutions regarding service benefits and HR Practice, Good communication and computer skills.  

DUTIES
:
The duties attached to this post will be Personnel Practitioner, recruitment and selection. Handle appointments, transfers, terminations and promotions. Translation in rank, salary adjustments, personnel movements. Interpret and implement HR policies and prescripts. Control leave forms before sending to GSSC. Quality Assurance Personnel Administration process. Co-ordinate process , verify ,record, update and resolve HR administration services for the institution employees. 

ENQUIRIES
:
Ms M A Rammego Tel: (011) 411- 3677

CLOSING DATE
:
14 September 2007

POST 35/266
:
HUMAN RESOURCE CLERK REF NO.70044931


Directorate: Human Resource Department

SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMNTS
:
Grade 10 or 12 with typing experience and computer literacy in excel.

DUTIES
:
Assist Recruitment section with typing of Advertisements and distribute to respective department. Typing submission, Offer letters and regret letters and arrange catering for interviews. Assist HR information unit with typing of Human Resource statistics on excel and generate reports. Assist training unit with typing minutes, capture stats and manage telephone. Capturing of PMDS statistics and generate reports. Assist office of the Deputy Director HR Manager with typing of HR reports, memorandum and manage telephone.

ENQUIRIES
:
Ms J Beneke, Tel (012) 318 6496

CLOSING DATE
:
14 September 2007

POST 35/267
:
ADMINISTRATION CLERK (MORTUARY ATTENDED) REF NO: 70044897
SALARY
:
R 43 245 – 48 249 per annum

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Grade10 or Abet level 4. Ability to operate equipment and machines, Basic hygiene. Be prepared to work under pressure. Good interpersonal relations. Understand routine, notes, notes/memos/written instructions.

DUTIES
:
Receiving of corpses in the Mortuary. Perform the checking of corpses on shelves in accordance with allocated shelves numbers. Distribute/remove corpses from the Mortuary shelves when required by the authorized undertaker/government after positive identification. Check Mortuary fridge gauge daily, Responsible of keys and opening and closing of Mortuary.

ENQUIRIES
: 
Ms.V.Bulana Tel (011) 898 8206

CLOSING DATE
:
10 September 2007

POST 35/268
:
ADMINISTRATION CLERK REF NO: 70045101


Directorate: Admin

SALA RY
:
R43 244 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
7Grade 10/12 ABET L4 (Literacy & Numeracy). Good interpersonal relations and communication skills. Must be a team player. Computer literacy.

DUTIES
:
Capturing of data. Statistics. Booking of appointments. Tracing of patients. Filling of documents. Admission and discharging of patients.

ENQUIRIES
:
Mr NJ Modiga Tel (011) 531 4306

CLOSING DATE
:
17 September 2007

POST 35/269
:
CLEANERS (3 POSTS) REF NO: 7004900


Directorate: Logistics

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
JHB Metro District Service

REQUIREMENTS
:
ABET. Good communication skills. Self motivated & willing to work. Basic numeracy and literacy
DUTIES
:
Perform specific duties daily. Ability to operate elementary equipment and machines. Clean dustbins, floors, windows and walls. Sweep the floors twice daily. Dust and polish desks. Wash cutlery and crockery after meetings. Request cleaning material in advance. Assist in loading and off loading of stock and dental equipments

ENQUIRIES
:
Ms. Beauty Thring Tel No: (011) 933-1055/1112

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 September 2007 

POST 35/270
:
GENERAL STORE ASSISTANT (TRANSITO CLERK) REF NO: 70044893



Directorate: Logistics

SALARY
:
R 43 245 per annum (plus benefits)

CENTRE
:
Dunswart Provincial Laundry

REQUIREMENTS
:
Grade 10 or Abet Numeracy and Literacy. Be able to read, write and communication in English. Good interpersonal relations. Driver’s license will be an added advantage
DUTIES
:
Maintenance of stores and goods, receiving and delivering of goods. Recording of all items in stores. Assist in any other Procurement related activities. Monitor the availability of stock. Reconcile stock received and issued. Inspection of stock and give feedback. Perform administrative duties. Assist with asset management and stock taking.  

ENQUIRIES
:
Mrs. Ria Muller / Mrs. Wendy Oberholzer Tel No: (011) 892-3367

FOR ATTENTION
:
Ms. Patricia Mabote 

CLOSING DATE
:
14 September 2007 

POST 35/271
:
PROPERTY CARETAKERS X 5 REF NO: 70044896
SALARY
:
R 38 610 – 43 062

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Must be able to read and write, must be able to work under pressure and also be able to work with or in a team

DUTIES
:
Maintaining of general garden and general garden service. Pruning and treatment of trees, watering of plants and any other garden service related service related duties that might be given at any stage.

ENQUIRIES
: 
Mr. D. Msiza Tel (011) 898 8254

CLOSING DATE
:
10 September 2007

DEPARTMENT OF SOCIAL AND DEVELOPMENT

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

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 35/272
:
DEPUTY DIRECTOR: MONITORING AND EVALUATION REF NO: 70044935

SALARY
:
R369 000 per annum (Inclusive packages)

CENTRE
:
Head Office
REQUIREMENTS
:
An appropriate 3 years degree/diploma with a minimum of three (3) years relevant experience. Possess management skills and lead by example. Must be a dynamic individual with good verbal and written communication skills to manage Finances, Strong leadership and problem solving skills. Analytical, sound interpersonal and decision making skills. Knowledge of applicable financial systems and computer competency. Knowledge of PFMA, and Treasury Regulations 

DUTIES
:
The successful candidate will be overseeing the following Management of a Sub-Directorate. Management of expenditure and budget of all programmes. Ensure sound financial management, financial planning in line with MTEF, effective financial and budget control. Ensure all NPO’s/CBOS comply with PFMA requirements. Be able to apply delegations and put systems in place to ensure smooth application of delegations. Manage recommendations by the Auditor - General and Internal Auditors.  Assist with budget planning. Submit reports to the Director. Development of appropriate monitoring and evaluation tools. Facilitate the development of strategies in resource constraint environments and in challenges of inequity. Evaluate Funding Proposals and facilitate the Monitoring and Evaluation of funded Organizations. Ensure NPO’s/CPO’s have proper systems of control. Ensure that the programs have value for money. Assist with the costing of programs. Work very closely with and support the monitoring and evaluation teams at the region. Perform risk assessments and compile risk management reports. Facilitate the tracking of development projects/programs against planned indicators and targets. Ensure the monitoring of the Service Level Agreements. Ensure norms and standards are met.  Strengthen and capacitate the regional staff to effectively monitor and evaluate the NPO’s service delivery. Must be able to work under pressure and meet deadlines
ENQUIRIES
:
Ms. S Raman 011 355 7788
CLOSING DATE
:
14 September 2007

POST 35/273
:
SENIOR ADMINISTRATIVE OFFICER: REQUISITIONS AND PAYMENTS (PROCUREMENT) REF NO: 70044902

SALARY
:
R132 054 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office
REQUIREMENTS
:
Appropriate Bachelor’s degree or Diploma in Supply Chain Management/ Finance/ Public Management with two years experience in supply chain. Well conversant with Financial and Procurement environment and good understanding PFMA, Treasury Regulations and supply chain related legislation. Project management skills, computer literacy, budget and financial management skills, effective report writing skills, good communication and interpersonal skills. Resource management, problem solving and decision making skills. Analytical and numerical skills. A valid driver’s license will be an added advantage.
DUTIES
:
Monitor processing of requisitions. Ensure that suppliers are registered on the database.  Ensure that requisitions are changed as per applicable legislation and policies. Monitor compliance to procurement policies, procedures, SLA, contract terms and conditions. Processing of payments including contract payments. Capturing of Goods Receipt Vouchers.  Dealing with price differences and partial deliveries. Deal with queries.  Monitor use of ex post facto payments. Assist end users in dealing with payment related problems. Liaise with GSSC on procurement related issues. Provide support to end -users.  Prepare monthly and quarterly reports (both financial and non financial). Supervise staff including expediting team.
ENQUIRIES
:
Mr. K. Finini  Tel no: (011) 355- 7978

FOR ATTENTION
:
Arty 

CLOSING DATE
:
10 September 2007

POST 35/274
:
SENIOR ADMINISTRATVE OFFICER (2 POSTS) REF NO: 70044936
SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Head Office Johannesburg: Partnership and Financing

REQUIREMENTS
:
Appropriate Degree/Diploma and/or extensive experience. Sound Knowledge of Cash flow management, Costing procedures and Budget Compilation.  Knowledge Governing Government Transport, Procurement, understanding and interpretation of relevant Policies and Legislation, which include the Public Finance Management relevant Policies and Treasury Regulations. Good Interpersonal and Communication Skills and Managerial skills. Computer literacy and the ability to work under pressure. A valid driver’s licence. 

DUTIES
:
Assist in ensuring that sound financial management and control principles are established and maintained in relation to transfer payments to Non-Governmental Organisations (NGOs). Support the Manager with implementation of the PFMA Act. Compile financial reports as required. Support Management in compiling multi-term budget in line with the Strategic Plan of the Department. Ensure credibility of data with read to budget, expenditure and projections. Analyse annual financial statement submitted by Non-Government Organizations. Work Closely with Partnership Directorate. Provide financial management training to Regional Offices and identified NGO’s. Train, support and supervise subordinates. 

ENQUIRIES
:
Mr. T Msimanga (011) 355-7792

CLOSING DATE
:
14 September 2007

POST 35/275
:
SENIOR SOCIAL WORKER ADVANCED PRODUCTION REF NO: 70045021

SALARY
:
R 132 054 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region (Nigel) 

REQUIREMENTS
:
A Bachelors Degree in Social Work with appropriate experience (minimum 2 to 3 years). Registration with the South African Council for Social Services Profession.  A Valid code 8 driver’s license. Knowledge and understanding of current social development practices based on the integrated developmental approach. Knowledge of departmental policies and legislation pertaining to Social Development and Social Welfare Services. Ability and competencies to develop advocate and empower organizations and communities. Ability to communicate effectively with communities and other stakeholders. 
DUTIES
:
Monitoring and evaluation of non governmental organizations. Give guidance, advice and support to the non-governmental organizations on legislation, policies and services. Fast track the transformation of funded non-governmental organizations. Develop, implement and monitor community development programmes. Capacity building of development centres and initiation of cooperatives. HIV/AIDS and poverty alleviation programmes. Monitor service delivery through networking and in close partnership with stakeholders and funded non-governmental organizations. Conduct first level research to identify individual and community needs and development of appropriate. programmes and interventions. Ensure that developmental and poverty alleviation programmes are targeting the poor of the poorest in disadvantaged communities. Facilitate intersect oral and interdepartmental collaboration.         
ENQUIRIES
:
Ms. M Nhlapo / Ms. A de Bruin (011) 820 0404 (011) 814 8225
FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

POST 35/276
:
SENIOR SOCIAL WORKER ADVANCED PRODUCTION (INTAKE & FIELD SERVICES) REF NO: 70045022

SALARY
:
R132 054 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region (Vosloorus Cluster-Zonkisizwe)
REQUIREMENTS
:
B.A. Degree or equivalent qualification in Social Work with not less than 4 years experience. Valid code 8 Driver’s Licence. Registration with the Council for Social Work Professions. Conversant with Acts, policies and legislation pertaining to Social Welfare Services. Ability to coordinate and collaborate in an inter-sectoral environment.
DUTIES
:
Responsible for rendering of integrated Social Services to vulnerable persons, groups and authorities through all Social Work methods. Intervention on all levels of service delivery, example early intervention, prevention, statutory intervention and continuum of care. Implementation of the Department’s policies on operational level. Organizing of own workload according to office objectives. Administrative accountability through effective record keeping. Networking and negotiating with service providers and customers. Community mobilization. Assessment, counselling and referral services where necessary. Elementary research in respect of community needs. Rendering of probation services, intermediary services and Reception, Assessment and Referral Services where necessary. Panel discussions. Ministerial enquiries.
ENQUIRIES
:
Mrs. G Coetsee Tell no: (011) 820 0300

FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

POST 35/277
:
INFORMATION OFFICER REF NO: 70044933
SALARY
:
R106 335 per annum (Plus benefits)

CENTRE
:
Jhb Metro

REQUIREMENTS
:
Appropriate diploma or relevant experience. Advanced computer skills especially excel. Good interpersonal and communication skills. A valid driver’s license.

DUTIES
:
Developing and maintaining a central data base of all NPO’S, programmes and any relevant information. Collate and analyze data to information decision making. Monitor trends of services user (beneficiaries) in NPO’S to inform budgeting. Assist in the mapping of services. Program Design. Work closely with the Assist Director, Finance and the monitoring and evaluation team. Ensure updated and credible information related to NGO’S is posted to the Departments website. Promote the effective use of information. Provide training on relevant tools. Facilitate learning and information sharing through meetings, workshops and conferences

ENQUIRY
:
Ms Shirley Raman 011 355 7788

CLOSING DATE
:
14 September 2007

POST 35/278
:
SOCIAL WORKER (7 POSTS) REF NO: 70045023
SALARY
:
R106 335 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region (4 Springs;Zonkizwe; Germiston; Thokoza) 

REQUIREMENTS
:
B A Degree in Social Work or equivalent qualification. Registration with the South African Council for Social Work Professions. Valid manual driver’s license. Conversant with Acts, policies and legislation pertaining to Social Welfare Services. Sound communication, listening, problem solving, networking and negotiation skills. Ability to interpret policy and legislation.
DUTIES
:
Responsible for rendering of integrated social work services to vulnerable persons and communities through all social work methods, with a strong emphasis on development and outcome based programs. Intervention on all levels of service delivery, e.g. prevention, early intervention, statutory intervention and continuum of care. Assessment, development and implementation of intervention plan and evaluation of impact of services. Organizing own workload according to office objectives. Administrative accountability through effective record keeping. Networking and negotiating with service providers, role players and beneficiaries. First level research in respect of trends and community needs. Community mobilization. Development and implementation of prevention and development programs. 

ENQUIRIES
:
Ms. Gerhard Coetsee Tell no: (011) 820 0300

FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

POST 35/279
:
Assistant Probation Officer (2 POSTS) REF NO: 70045019
SALARY
:
R58 290 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region (Springs and Benoni)
REQUIREMENTS
:
A Senior Certificate or equivalent qualification. Good communication and Interpersonal Skills .Good report writing and record keeping skills. Good time-management and Knowledge of the legislative framework for Probation Services Amendment Act, S.A. Constitution, No 108/96(Section 28), Criminal Procedure Act, No: 51/77(Section 71 (f) Probation Services Amendment Act, No: 35/02(Section 4A (2) (a). A valid driver’s license. 

DUTIES
:
Assist with the execution of the functions of the Probation Officer by assisting young people awaiting their first appearance and facilitating Family Group Conferencing. Supervision and monitoring of children placed under home based supervision and probation supervision. Exposing families to a network of prevention and Diversion Programmes during service delivery. Attendance of mandated meetings. 

ENQUIRIES
:
Ms. Bridgett Bennett Tel no: (011) 820 0300

FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

POST 35/280
:
REGISTRY CLERK (3 POSTS) REF NO: 70045020

SALARY
:
R 58 290 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region (3 Germiston; 1 Benoni) 
REQUIREMENTS
:
Grade 12 or equivalent qualification. Knowledge of filing systems. Ability to work in a team. Sound organisation and Interpersonal skills. Valid driver’s license. Computer Literacy. 

DUTIES
:
Receive, open, record and distribute incoming mail.  Receive, record, frank, distribute out going mail.  Maintain all files. Filing.  Safekeeping and disposal; of documentation in terms of the Archives Act., Quarterly audit of all files.  Document tracing.  Storage and retrieval.
ENQUIRIES
:
Mr. A Mahlangu Tell no: (011) 820 0300

FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

POST 35/281
:
TELECOM OPERATOR / RECEPTIONIST REF NO: 70045018

SALARY
:
R43 245 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region
REQUIREMENTS
:
Grade 12 or Grade 10 with relevant experience; Professionalism and strong communication skills, Ability to learn in the department’s service delivery components and operate switchboard. Proficiency in a variety of official languages will be an added advantage. Computer literacy will be an advantage.
DUTIES
:
Responsible for professional customer service by performing the following functions: Operating the switchboard by answering incoming and handling outgoing calls and ensuring that customers are referred and promptly and correctly. Taking down messages and administering the correct distribution thereof. Supplying basic information to customers regarding the Department’s services. Updating the internal telephone directory and keeping a database of other important contact numbers. Responsible for fault reporting on the telephone system and liaising with service providers in this regard. Utilise the Telephone Management System to monitor telephone costs, including printing of reports and verifying information. Keeping and completing registers pertaining to the telephone system. Rendering basic administrative support services. 

ENQUIRIES
:
Mr. E Jordaan Tel no: (011) 820-0300

FOR ATTENTION
:
Ms. Arti 

CLOSING DATE
:
21 September 2007

GAUTENG TREASURY

Join the dynamic team that ensures prudent financial management in the Gauteng Province.

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

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

OTHER POSTS

POST 35/282
:
DEPUTY DIRECTOR: BUDGET MANAGEMENT
SALARY
:
R369 000 per annum, which includes a car, housing and medical allowance and pension benefits. Other benefits include: Opportunity to further studies in a field related to the department’s mandate, excellent skills development programmes, 22 paid vacation leave days per annum, resettlement benefits, 13th cheque, performance bonus and excellence awards

CENTRE
:
Johannesburg

REQUIREMENTS
:
Degree in Economic or public Finance. A postgraduate in economics or finance would be preferable. Must have an understanding of public sector budget process, experience in policy development, project cycle and implementation budgetary modelling. Competencies:
Understanding of relevant legislation such as the PFMA and Treasury Regulations, knowledge of National Treasury policies, GPG, and Gauteng Treasury policy and procedures, analytical thinking, knowledge and understanding of public sector, project and change management, Interpretation of financial information, customer relationship, financial management methodologies

DUTIES
:
The incumbent will be responsible for: managing the provincial budget planning process; provide advice, guidance and training to departments on budget process, reforms and formats; develop a credible adjustment budget, medium term expenditure framework for the province; compile and maintain legislative framework for adjustment and main budget, provincial analysis in terms of expenditure, revenue and conditional grants; assist management in the development of long term expenditure and budgetary modelling and any other projects.

ENQUIRIES
:
Charlotte Magogodi. Tel: (011) 355 8653

CLOSING DATE
:
14 September 2007

POST 35/283
:
FINANCE OFFICER: FINANCIAL ACCOUNTING 70044966


Directorate: Internal Finance

SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have a three year tertiary Qualification in financial accounting, plus 1 year experience in a financial environment. Problem solving, cost conscious and quality orientated.  The candidate will have knowledge and understanding of the relevant legislative environment. Customer Relationship management and knowledge of Supply Chain Management. Understanding of Finance principles and practices. Computer Literacy (Word, Excel, Ms Outlook). Good understanding of PFMA  and Treasury Regulations.

DUTIES
:
To provide financial accounting, bookkeeping and related administrative support to the department. Provide peer support to fellow financial officers in the component and guidance to interns. Assist in the preparation of annual financial statements. Assist in clearing of internal and external audit, as well as queries from internal clients as guided by the manager.

ENQUIRIES
:
Charlotte Magogodi (011) 355 8653

CLOSING DATE
:
10 September 2007

POST 35/284
:
PERSONAL ASSISTANT TO THE DIRECTOR: BUDGET MANAGEMENT



Directorate: Budget Management

SALARY
:
R106 335 per annum(Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have at least 3-5 years experience in The secretarial and/or office management field, as well as a grade 12 Qualification.  A relevant tertiary qualification, such as a National Diploma, will be an added advantage.  The candidate should have proven organizing, time management, communication, conflict handling, interpersonal relations, writing, minute taking and compilation of reports skills. Computer literacy(Microsoft Excel, Word, Outlook and Power Point) is essential, and a valid drivers license will be an added advantage.

DUTIES
:
Screen/ transfer calls and handle telephonic as well as other enquiries from internal and external clients. Manage the Manager’s diary and office supplies.  Type documents/correspondence and conduct proper filing thereof. Handle travel and other logistical arrangements for meetings/workshops/events. Take minute at meetings. Obtain, collate and compile information for reports.  Handle office correspondence and distribute accordingly. Co –ordinate inputs from different officials. Accompany the team on some visits if required to assist administration And logistical arrangements. Scrutinize submissions/reports and make Abbreviated notes and/or recommendations for the manager. Assist in the effective administration for the budget of the office.  Co –ordinate and administer the payment of financial and procurement claims for the component.  Keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective support to the manager.

ENQUIRIES
:
Charlotte Magogodi (011) 355 8653

CLOSING DATE
:
14 September 2007

POST 35/285
:
ADMINISTRATIVE OFFICER: AUDIT COMMITTEE SECRTARIAT 70044968



Directorate: Provincial Financial Management

SALARY
:
R106 335 per annum (Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have grade 12 qualifications plus 1-2 years experience in the public sector, preferable in a finance environment. Exposure to all the applicable legislative frameworks, such as PFMA Treasury Regulations. Planning and organizational skills, verbal and written communication skills, interpersonal relations, minute taking and compilation of reports skills. Computer literacy Microsoft Excel, Word, Outlook and Power Point) is essential. Understanding of the concept of Auditing and Audit Committee.

DUTIES
:
Partake on the process of appointment of external members of the Audit Committee. Reproduction of documents for use in the Audit. committee Meetings. Prepare the Audit Committee packs for the Audit Committee meetings purposes. Facilitate the delivery of the Audit Committee packs to all Audit Committee members. Making necessary arrangements for the Audit Committees meetings. Facilitate the timeous processing of the Audit Committee members’ claims.

ENQUIRIES
:
Charlotte Magogodi (011) 355 8653

CLOSING DATE
:
10 September 2007

ANNEXURE M
PROVINCIAL ADMINISTRATION:  KWAZULU-NATAL

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed and dated.  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).  Applicants must ensure that their CV contains all the information required in sections B and F of the Z83 if such information is not indicated on the Z83.  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. It is the intension of this department to fill these posts with a person from the disabled community or a female
MANAGEMENT ECHELON

POST 35/286
:
MANAGER: ECONOMIC EMPOWERMENT (REF. NO. P214/2007)
SALARY
:
Remuneration Package: R502 725 per annum (All inclusive remuneration package, of which a portion can be structured according to the individual’s personal needs), subject to the signing of an employment contract, a performance agreement and disclosure of registrable interests
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
A appropriate recognized Bachelor’s Degree/National Diploma plus a minimum of 3 years appropriate experience.. Knowledge, Skills, Training And Competencies Required: * Technical and Administrative knowledge. * Knowledge departmental policies. Understanding BEE policies eg SMME Vukuzakhe. * Knowledge to operate a variety of electronic equipment e.g. multi media projector.  * Interpretation and compilation of management reports. * Project management skills.  * Research, policy formulation and managerial skills.  * Interpretation of policy and development of procedures for implementation of policies.  * Management of funds in the Public Service. * Project management skills. * Enterprise development training. * Computer Literacy. * Financial management skills.  * Communication and presentation skills.  * The ideal candidate should be a team orientated person who is honest, efficient, an innovative thinker and have integrity.  * He/she should also have a demonstrated interest in development engineering and related fields.

DUTIES
:
* Development of BEE policies and management support systems.  * Overall enterprise development training including organizational, business, mentorship.  * Give support to the implementation of enterprise development pilot programmes
ENQUIRIES
:
Ms G Xaba Tel. No: 033 – 355 8734

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
14 September 2007

POST 35/287
:
MANAGER: DEVELOPMENT (REF. NO. P 219/2007)
SALARY
:
R502 725 per annum (Inclusive flexible remuneration package, of which a portion can be structured according to the individual’s personal needs), subject to the signing of an employment contract, a performance agreement and disclosure of registrable interests)
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognised Bachelor’s Degree / National Diploma or equivalent qualification; plus  *3 years management experience.  Knowledge, Skills, Training And Competencies Required:  *Understanding of Development policies, research, analysis, objective and development processes, project management and financial management.  *Broad and in-depth expert knowledge of administrative policiesand practices, budgeting and managerial functions.  *Knowledge of Public Service reporting procedures and work environment.  *Knowledge of planning and organizing.  *Computer literacy.  *Clear conceptual understanding of transformation (change management) and Affirmative Action.  *An extensive knowledge of poverty alleviation and social development programmes both provincially and nationally.  *Interpretation and application of policy.  *Research, policy formulation and managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co-ordination skills.  *Team building and project management skills.  *Excellent communication skills (verbal, written and networking).  *Presentation and facilitation skills.  *Motivation and negotiation skills.  * The ideal candidate should have a demonstrated interest in Development and related fields, have honesty and integrity and be an innovative thinker.  *He / she should also be receptive to ideas and suggestions, reliable, creative/innovative, accurate, believe in openness and transparency, be a team leader and a total quality controller.

DUTIES
:
*Oversee and manage the rendering of efficient and professional development services to top Management and line functionaries in the Department and the general public with specific emphasis on Social Development.  *Research, develop and formulate policies and programmes on Development and related matters for the Department and disseminate such information to all concerned.  *Determine the most effective work procedures and methods to achieve organizational goals.  *Exercise control over all functions and development of personnel under his/her supervision in order to determine if organizational goals are achieved and take corrective action if deemed necessary.  *Manage and provide strategic direction for the Directorate.  *Compile and control the budget for the Directorate and manage personnel activities he/she is responsible for within budgetary constraints.
ENQUIRIES
:
Ms G Xaba Tel. No: 033 – 355 8988

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
17 September 2007

OTHER POSTS

POST 35/288
:
DEPUTY MANAGER
SALARY
:
R369 000 per annum
CENTRE
:
Cost Centre, Ulundi (REF. NO. P216/2007)


Cost Centre, Eshowe (REF. NO. P217/2007)

REQUIREMENTS
:
*An appropriate Bachelor’s Degree / National Diploma in Civil Engineering; plus a minimum of 3 years appropriate and relevant experience in budgeting and cost control; plus a valid driver’s licence (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Understanding of Public Service and Departmental policies, analysis, objective and implementation processes as well as project and financial management.  *In-depth expert knowledge of financial policies, procedures and practices including administrative, budgeting and managerial functions.  *Knowledge of Public Service reporting procedures, acts and regulations and work environment.  *Knowledge of planning and organising.  *A clear conceptual understanding of transformation within the Region.  *Knowledge and experience within a technical and engineering environment.  Ability to interpret and apply policies.  *Research, policy formulation and managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co-ordination skills.  *Team building skills.  *Well developed computer skills.  *Well developed verbal and written communication skills including the ability to network.  *Project and financial management skills.  *Motivation skills.  *The ideal candidate should be honest, creative, open, transparent, reliable, accurate, innovative and receptive to ideas and suggestions.  He / she should also demonstrate interest in technical, engineering, financial, administrative and related fields, have integrity, be a total quality controller and an innovative thinker.

DUTIES
:
*Render advice / guidance / assistance with regard to cost control and related matters in order to obtain Regional and Departmental goals and objectives.  *Liaison with officials within the Region with regard to cost centre control and related matters thereby ensuring service delivery within the Region.  *Ensuring the successful completion of work assigned in terms of prescribed policies and programmes laid down by the Department.  *Control and maintenance of computer based information systems for the Region thereby providing accurate and timeous information.  *Assist the Manager in so far as the management and control of the cost centre, and utilisation of various resources within the cost centre.  *Develop programmes directly related to cost centre control and the subsequent dissemination thereof to all relevant area offices.  *Determine the most effective work procedures and methods in order to achieve Regional and Departmental goals and objectives.  *Exercise control over all functions relating to the cost centre and the development of personnel under his / her supervision in order to determine if organisational goals are being attained and take corrective action if necessary.

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

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
17 September 2007

NOTE
:
Kindly note that the post for Cost Centre, Eshowe is a re-advertisement. Applicants who applied previously and who still wish to be considered are at liberty to re-apply.
POST 35/289
:
ASSISTANT MANAGER: E.A.P. (HUMAN RESOURCES MANAGEMENT DIRECTORATE) (REF. NO. P 213/2007)

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

REQUIREMENTS
:
*Degree / Diploma in the field of Industrial Psychology or Social Work; plus  *Registration with the relevant statutory body e.g. South African Council for Social Services Professionals (SACSSP); plus  *3 years experience in the relevant field or Employee Assistance Programme experience.  *EAPA registration will be an advantage. Knowledge, Skills, Training and Competencies required:  *Knowledge HR Acts, policies, practices and procedures and understanding of legislation governing the Public Service.  *Knowledge of HIV and AIDS.  *Knowledge of administrative matters.  *Knowledge of Employee and wellness interventions.  *Interpersonal skills.  *Excellent verbal and written communication skills.  *Project Management skills.  *Computer literacy.  *Counseling, financial and analytical skills.  *Supervisory, listening and leadership skills.  *Problem solving skills.  *Ability to research and apply policy and procedures.  *The ideal candidate should be able to work individually and as part of a team, be non judgmental, objective, have empathy and be creative and innovative.  *He / she should also be an independent thinker, reliable, confident, assertive and self-driven.

DUTIES
:
*Provide professional services regarding assessment, counseling and referral services of staff within the Department.  *Co-ordinate input into policies, procedures, education programmes and prevention programmes with regard to Health and Wellness and HIV and Aids and the implementation thereof in terms of the Departmental strategic objectives.  *Monitor and evaluate the effectiveness of Health and Wellness programmes conducted within the Department and integrate activities with other components within the Department.  *Forging of partnerships with offices, other Departments, organizations and other stakeholders who may provide assistance in respect of Health and Wellness and HIV and Aids programmes.  *Ensure the optimal usage of resources within the component.

ENQUIRIES
:
Ms C Zwane Tel. No.: 033 – 355 8916

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
14 September 2007

POST 35/290
:
CONTROL INDUSTRIAL TECHNICIAN: PLANT AND EQUIPMENT (REF. NO. P218/2007)

SALARY
:
R157 686 per annum 
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate Bachelor’s Degree / National Diploma in Mechanical Engineering; plus a minimum of 3 years Mechanical Engineering experience; plus a valid driver’s licence (minimum code B). Knowledge, skills, Training and competencies required:  *Knowledge of earth moving plant and vehicles.  *Knowledge of OHS, Road Traffic Acts and Dangerous Goods Regulations.  *Knowledge of plant and vehicle repair techniques.  *Knowledge of Treasury Regulations, Public Service and Departmental Policies.  *Knowledge of supply chain management.  *Knowledge of Radio communication technology.  *Knowledge of Mechanical Engineering principles.  *Knowledge of plant and job costing system.  *Knowledge of preventative maintenance techniques including oil analysis.  *Knowledge of retro reflectivity and signs manufacture.  *Knowledge of NaTIS and RTQS.  *Computer literacy.  *Written and verbal communication skills.  *Problem solving and analytical thinking skills.  *Interpersonal skills.  *Planning skills.  *Budgetary skills.  He / she should also be a practical, mechanically minded, reliable, honest, innovative, a team player, creative, transparent and methodical.

DUTIES
:
*Prepare plant and equipment specifications for the purchase of new equipment and manage the Procurement and Adjudication process.  *Manage the supply and service contracts.  *Manage the Departmental Radio Repeater Infrastructure in order to provide radio communications throughout the province.  *Visit firms and suppliers of plant and equipment to keep up to date with technological change.  *Provision of advice / guidance / assistance with regard to mechanical matters within and external to the Department / Chief Directorate.  *Support the Chief Engineer in the research, development and formulation of policies, procedures, guidelines and programmes directly related to mechanical matters and the subsequent dissemination thereof to all relevant parties.  *Support the Chief Engineer in the compilation and control of the budget for the mechanical component and manage Mechanical Contracts and other activities to stay within the budget.

ENQUIRIES
:
Mr M Pistorious Tel. No.: 033–342 8052

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
17 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 35/291
:
SENIOR HUMAN RESOURCE PRACTITIONER: EMPLOYMENT EQUITY (REF NO P215/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*Degree/National Diploma in HRM or equivalent qualification plus a minimum of 3 years clerical/administrative experience OR Senior Certificate plus a minimum of 6 years clerical/administrative experience.  *A valid driver’s licence (minimum code B) Knowledge, Skills, Training And Competencies Required:  * Broad knowledge of HRM Legislation, Policy and Practices and the Constitution.  *Understanding HRM practices in the Public Service.  *Knowledge of Public Service reporting procedures and work environment.  *Interpretation and analysis of statistics.  *Knowledge of the Labour Relations Act.  *Knowledge of meeting procedures.  *Knowledge of research and gathering of information.  *Interpretation of legislation, policies and statistics.  *Knowledge of Job Evaluation system, CORE, Job Descriptions and stats analysis.  *Computer literacy (MS Word/Excel/PowerPoint/Intranet/Internet).   *Ability to apply and interpret legislation / policy.  *Verbal and writing skills.  *Report writing and formulation skills.  *Problem solving skills.  *Planning and organising skills.  *Workshop presentation and facilitation skills.  *The ideal candidate should have the ability to work independently as well as in a team, have interpersonal relations, have the ability to work under pressure, be a creative, innovative thinker and also be open and transparent.  He / she should also be honest, responsible and reliable as well as receptive to suggestions and ideas.

DUTIES
:
*Liaise with the Departmental Employment Equity Committee members and relevant stakeholders regarding Employment Equity issues and report on progress.  *Monitor and report on the implementation of Employment Equity policy, practices including disability and gender issues.  *Represent the Department in the Provincial Forums, information sharing sessions, seminars and workshops.  *Provide assistance in facilitating presentations/workshops on Employment Equity policy, plan and related matters.  *Provide secretariat support to and participate in the Departmental Employment Equity Committee.

ENQUIRIES
:
Ms N S Dlamini Telephone number: 033 355 8948

FOR ATTENTION
:
Mrs S M Nell
CLOSING DATE
:
11 September 2007

POST 35/292
:
SENIOR ARTISAN (10 POSTS)
SALARY
:
R85 362 per annum
CENTRE
:
Ladysmith Region: Cost Centre, Estcourt (Bergville) (2posts) (P220/2007)



Ladysmith Region:  Area Office, Dundee (P226/2007)



Ladysmith Region:  Area Office, Estcourt (P227/2007)



Ladysmith Region:  Area Office, Greytown (P228/2007)



Empangeni Region:  Cost Centre, Hluhluwe (JOZINI) (P225/2007)


Empangeni Region: Cost Centre, Vryheid (PONGOLA) (P221/2007)



Empangeni Region: Cost Centre, Ulundi (Mahlabathini) (P222/2007) 



Empangeni Region: Cost Centre, Eshowe (Empangeni) (P223/2007)



Pietermartzburg Region: Cost Centre, (IXOPO) (P224/2007)

REQUIREMENTS
:
*Trade Diploma either in Earthmoving Equipment Mechanic, Construction Plant Mechanic, Diesel Mechanic or Tractor Mechanic; plus *a minimum of 3 years pre-trade test experience on the maintenance and repairs of Earth moving plants and Equipment; plus  *A valid Code C1 Driver’s licence. Knowledge, Skills, Training And Competencies Required:  Be able to apply mechanical knowledge and skills *A good knowledge of oil analysis methods.  *Knowledge of administrative procedures.  *Knowledge of safety regulations.  *Impact skills to others.  *Knowledge to Drive / operate plants.  *Basic knowledge of welding, hydraulic and electrical.  *Basic literacy to read and understand manuals.  *Computer literate *The ideal candidate should be able to communicate, execute preventative maintenance service on plants, carry out major repairs on plants, have the ability to make correct diagnosis, apply safety knowledge and high eye co-ordination.  *He / she should also be thorough, systematic, self disciplined, dedicated, responsible, a team player, honest, innovative, energetic, enthusiastic, empathetic, trustworthy, attentive to detail; and improvement/development orientated.

DUTIES
:
*Ensure quality mechanical repairs are executed timeously for high performance of plants, equipment and vehicles.  *Execute preventative maintenance at specified intervals to eliminate breakdowns and optimize plant availability. *Perform administrative/clerical; functions for the smooth operation of the depot.  *Provide on job training and supervision to subordinates. *Sustain compliance with Occupational, Health and Safety Act, as well as safekeeping of tools/equipment 

ENQUIRIES
:
Mr M P Ntuli Tel. No: (036) 6384400/56

FOR ATTENTION

Ms A Mncwabe
CLOSING DATE
:
17 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

ANNEXURE N
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

The Department of Local Government and Housing is an equal opportunity employer with clear employment equity targets Vision: Champion the Establishment of Sustainable Development Local Governance and Integrated Human Settlement

APPLICATIONS
:
Applications can be posted or delivered to: The Head of Department, Department of Local Government and Housing, Private Bag X 9485, Polokwane 0700

CLOSING DATE
:
14 September 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The Specific reference number for the post must be quoted. Failure to submit the required documentation will automatically disqualify applications. NB: E-mailed and faxed applications will not be considered

OTHER POSTS

POST 35/293
:
MANAGER PROCESS IMPROVEMENT AND CHANGE MANAGEMENT REF NO: DLGH 074/07



Sub department: Organisational Transformation

SALARY
:
R 369 001 per annum

CENTRE
:
Polokwane 

REQUIREMENTS
:
Qualification: Three year National Diploma/Degree in Management Service/ Work Study or HRM. Experience:3-5 years in administration. Knowledge And Skill: Computer Skill▪ Organisation Design ▪ Process Improvement ▪Project Management ▪Business Process Reengineering ▪ Report Writing ▪ Strategic Planning ▪Financial Management ▪Change Management ▪ Organisational development ▪Development of Job Descriptions and Job design ▪ Productivity Improvement ▪ Research ▪ knowledge Management ▪Work Management ▪Job Analysis ▪People Orientation ▪Job Evaluation ▪Facilitation ▪Development of Procedure Manuals ▪Records Management ▪Office Accommodation

DUTIES
:
▪To Manage The Development And Implementation Of Improved Process And Change Management ▪Manage The Diagnosis Of The Organisational Culture And The Climate Of The Department ▪Manage The Development And Implementation Of Interventions To Manage The Culture And Climate Of The Department ▪ Manage The Development And Implementation Of Process And Productivity Improvement Programmes▪ Manage The Compilation And Review Of Procedure Manuals ▪ Manage The Review Of Norms And Standards ▪Manage The Development Of Change Management 

ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

POST 35/294
:
CHIEF ORGANISATIONAL DEVELOPMENT ADVISOR: PROCESS IMPROVEMENT AND CHANGE MANAGEMENT REF NO: DLGH 070/07



Sub department: Organisational Transformation

SALARY
:
R311 358 per annum

CENTRE
:
Polokwane 

REQUIREMENTS
:
Qualification: Three years National Diploma in work study/Management Service/degree in organisational development. Experience: Minimum of 3-5 years experience Key Competencies Required Knowledge And Skill : Computer Skill▪ Organisation Design ▪ Process Improvement ▪Project Management ▪Business Process Reengineering ▪ Report Writing ▪ Strategic Planning ▪Financial Management ▪Change Management ▪ Organisational development ▪Development of Job Descriptions and Job design ▪ Productivity Improvement ▪ Research ▪ knowledge Management ▪Work Management ▪Job Analysis ▪People Orientation ▪Job Evaluation ▪Facilitation ▪Development of Procedure Manuals ▪Records Management ▪Office Accommodation

DUTIES
:
▪ To diagnose the organisational culture and climate to develop and implement appropriate intervention ▪to develop and implement productivity improvement programmes and monitor the impact thereof ▪ coordinate compilation and  review of  procedure manuals▪ to develop change management interventions and the impact thereof▪ to support municipalities on process improvement and change management ▪to conduct business process reengineering in the department ▪ coordinate training on productivity improvement tools.

ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

POST 35/295
:
CHIEF ORGANISATIONAL DEVELOPMENT ADVISOR: JOB EVALUATION AND ORGANISATIONAL DESIGN REF NO: DLGH 071/07



Sub Department: Organisational Transformation 

SALARY
:
R311 358 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Three National Diploma in Work Study/Management service plus a valid certificate in job evaluation issued by SAMDI Experience: Minimum of 3-5 years experience. Key Competencies Required Knowledge And Responsibilities: Computer Skill▪ Organisation Design ▪ Process Improvement ▪Project Management ▪Business Process Reengineering ▪ Report Writing ▪ Strategic Planning ▪Financial Management ▪Change Management ▪ Organisational development ▪Development of Job Descriptions and Job design ▪ Productivity Improvement ▪ Research ▪ knowledge Management ▪Work Management ▪Job Analysis ▪People Orientation ▪Job Evaluation ▪Facilitation ▪Development of Procedure Manuals ▪Records Management ▪Office Accommodation

DUTIES
:
▪ develop and review the organisational structure of the department ▪ monitor the implementation of the approved organisational structure ▪ develop and review job description/profile for all jobs in the approved organisation structure and monitor the implementation thereof▪ coordinate and conduct job evaluation and management of Equate system ▪ assist municipalities in the development, review and implementation of organisational structure; job descriptions/profile and job evaluation

ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

POST 35/296
:
ORGANISATIONAL DEVELOPMENT ADVISOR: JOB EVALUATION AND ORGANISATION DESIGN (3 POSTS) REF NO: DLGH 072/07


Sub department: Organisational Transformation 

SALARY
:
R 196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Three years National Diploma in Management service plus 10 weeks management service certificate + valid Job evaluation certificate issued by SAMDI: .Experience Minimum of 3-5 years experience. Key Competencies Required Knowledge And Skill: Computer Skill▪ Organisation Design ▪ Process Improvement ▪Project Management ▪Business Process Reengineering ▪ Report Writing ▪ Strategic Planning ▪Financial Management ▪Change Management ▪ Organisational development ▪Development of Job Descriptions and Job design ▪ Productivity Improvement ▪ Research ▪ knowledge Management ▪Work Management ▪Job Analysis ▪People Orientation ▪Job Evaluation ▪Facilitation ▪Development of Procedure Manuals ▪Records Management ▪Office Accommodation

DUTIES
:
▪ Conduct Research, Develop and Review Organisational Structure of the Department▪ Develop and Review  Job Profile ▪ Conduct Job Evaluation and Compile Relevant Reports ▪Assist Municipalities with The Development of Job Profile and Organisation Structure

ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

POST 35/297
:
ORGANISATION DEVELOPMENT ADVISOR: PROCESS IMPROVEMENT AND CHANGE MANAGEMEMT (4POSTS) REF NO: DLGH 073/07



Sub department: Organisational Transformation

SALARY
:
R 196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Three Years National Diploma in Work Study/Organisational Development or National Diploma In Management Service. Experience Minimum of 3-5 Years Experience Key Competencies Required Knowledge And Skill: Computer Skill▪ Organisation Design ▪ Process Improvement ▪Project Management ▪Business Process Reengineering ▪ Report Writing ▪ Strategic Planning ▪Financial Management ▪Change Management ▪ Organisational development ▪Development of Job Descriptions and Job design ▪ Productivity Improvement ▪ Research ▪ knowledge Management ▪Work Management ▪Job Analysis ▪People Orientation ▪Job Evaluation ▪Facilitation ▪Development of Procedure Manuals ▪Records Management ▪Office Accommodation

DUTIES
:
▪ Collection And Analysis Of Data For Organisational Assessment Survey▪ Implement Change Management Intervention To Influence The Culture And Climate In The Department▪ Conduct Business Process Improvement Investigation And Recommend Improved Process ▪Implement Productivity Improvement Programmes▪ Conduct Investigations To Develop And Review Procedure Manuals ▪Assist Municipalities On The Process Improvement And Change Management programmes.
ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

POST 35/298
:
DEPUTY MANAGER SPECIAL PROGRAMME AND DIVERSITY MANAGEMENT REF NO: DLGH 069/07


Sub Department: Organisational Transformation

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane 

REQUIREMENTS
:
Qualifications: Three years National Diploma /Degree. Experience: 3 years experience in the field Key Competencies Required Knowledge And Skill: Coordination Of Diversity Issues ▪Gender Issues ▪Youth Issues ▪Rights Of The Children ▪Employment Equity Ac▪ Skill Development Act ▪Performance Management ▪Report Writing ▪Strong Communication ▪Financial Management ▪ HR Issues ▪Diversity Management ▪Policy Analysis ▪Monitoring And Evaluation 

DUTIES
:
▪Deal with gender issues ▪ deal with disability issues ▪ deal with elderly programme ▪ deal with youth issues ▪ deal with rights of the children issues▪ make inputs during policy development ▪ perform managerial function in the section ▪ capacitate municipalities ▪ monitor and evaluate special programme ▪build sound relationship and sustainable partnerships with other SBU and municipalities towards upliftment of communities particularly marginalised group

ENQUIRIES
:
All General enquiries must be directed to Mr Mphasha MJ and Pitsi P telephone number (015) 294 2163 extensions 2515 and 2164

ANNEXURE O
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF AGRICULTURE

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

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

FOR ATTENTION
:
Mr JH Jordaan

CLOSING DATE
:
14 September 2007

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

OTHER POSTS

POST 35/299
:
FACULTY HEAD: AGRONOMY: AGR/07/119


Programme: Structured Agricultural Training

SALARY
:
R157 686 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for appointment in this post is a recognised appropriate Honours Degree with Agronomy and appropriate experience in Higher Education and Training ( The following will serve as recommendations:  ( ability to do presentations in both English and Afrikaans ( qualification in didactic ( computer literacy and further studies  ( knowledge of appropriate legislation and procedures.

DUTIES
:
responsible for the management, development and co-ordination of the different subjects in the Faculty ( management of the lecturing staff ( financial management ( curriculation, presentation and evaluation of applicable theoretical and practical instructional offerings in Higher Education Instructional programmes according to quality assurance standards set by legislation ( co-ordination of special instructional programmes at Elsenburg and elsewhere ( acquisition, maintenance and utilization of appropriate practical facilities ( liaison with the industry and rendering ad hoc advice on request.

ENQUIRIES
:
Ms C Levendal at  021 808 7709

POST 35/300
:
FACULTY HEAD: AGRICULTURAL MANAGEMENT AND ECONOMY: AGR/07/120


Programme: Structured Agricultural Training
SALARY
:
R 157 686 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for appointment in this post is a recognised appropriate Honnours Degree with Agricultural Management and/or Agricultural Economics as a major and appropriate experience in Higher Education and Training ( The following will serve as recommendations:  ( ability to do presentations in both English and Afrikaans ( qualification in didactic ( computer literacy and further studies ( knowledge of appropriate legislation and procedures.

DUTIES
:
responsible for the management, development and co-ordination of the different subjects in the Faculty ( management of the lecturing staff ( financial management ( curriculation, presentation and evaluation of applicable theoretical and practical instructional offerings in Higher Education instructional programmes according to quality assurance standards set by legislation ( co-ordination of specific instructional programmes at Elsenburg and elsewhere ( acquisition, maintenance and utilization of appropriate facilities for practicals ( liaison with the industry and rendering ad hoc advice on request.

ENQUIRIES
:
Ms C Levendal at  021 808 7709

POST 35/301
:
FACULTY HEAD: VITICULTURE AND OENOLOGY: AGR/07/121


Programme: Structured Agricultural Training
SALARY
:
R157 686 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for appointment in this post is a recognised appropriate Honours Degree with Viticulture/Oenology and appropriate experience in Higher Education and Training ( The following will serve as recommendations:  ( ability to do presentations in both English and Afrikaans ( qualification in didactic ( computer literacy and further studies ( knowledge of appropriate legislation and procedures.

DUTIES
:
responsible for the management, development and co-ordination of the different subjects in the Faculty ( management of the lecturing staff ( financial management ( curriculation, presentation and evaluation of applicable theoretical and practical instructional offerings in Higher Education Instructional programmes according to quality assurance standards set by legislation ( co-ordination of special instructional programmes at Elsenburg and elsewhere ( acquisition, maintenance and utilization of appropriate practical facilities ( liaison with the industry and rendering ad hoc advice on request.

ENQUIRIES
:
Ms C Levendal at 021 808 7709

DEPARTMENT OF COMMUNITY SAFETY

APPLICATIONS
:
Must be sent to: Human Resource Management and Administration Department of Community Safety PO Box 5346 / 35 Wale Street (2nd floor) Cape Town 8000

FOR ATTENTION
:
Ms E Visagie

CLOSING DATE
:
17 September 2007

NOTE
:
Applications will not be considered if:( certified copies (i.e. ID doc, highest scholastic, highest educational qualification/s, drivers licence and references (not more than 12 months old) are not attached ( applications without a comprehensive completed Z.83 form ( or indication of post and reference number ( as well as late, e-mailed and faxed applications will NOT be accepted. ( A separate application and CV must be completed for each post.

OTHER POSTS

POST 35/302
:
DEPUTY DIRECTOR: QUALITY MANAGEMENT AND EVALUATION REF NO: CS056/2007



Directorate: Safety Training And Development
SALARY
:
All inclusive remuneration package of R 311 358 per annum. This is a flexible package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contribution (the package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town

REQUIREMENTS
:
an appropriate three-year Degree/Diploma with proven experience in management, training and development and in the field of quality management, assessment and evaluation. Required Skills And Competencies: ( provide strategic guidance for the development of an operational plan for the Sub-Directorate that links to directorate’s action plan ( provide quality management support to the Sub-Directorates which include the implementation of the Quality Management System, compilation of the Work Place Skills Plan for the Directorate and conducting impact evaluations ( manage the Sub-Directorate’s budget and procure and manage services ( liaison with stakeholders ( manage knowledge information required by different role players ( generic management functions ( manage learners database

DUTIES
:
( registered skills development facilitator ( excellent experience in strategic and general management ( extensive knowledge of SAQA and the SETA accreditation requirements, ( extensive experience in quality management systems and report procedures to the relevant SETA ( strong interpersonal and communication skills ( good analytical and report writing skills ( proven computer literacy (MS Office, MS Excel ( experience in knowledge and information management and management of learner database ( a valid driver’s license

ENQUIRIES
:
Dr E Engelbrecht, Tel (021) 483-3087

POST 35/303
:
DEPUTY DIRECTOR: COMMUNITY TRAINING REF NO: CS053/2007


Directorate: Safety Training And Development

SALARY
:
All inclusive remuneration package of R 311 358 per annum. This is a flexible package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contribution (the package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town

REQUIREMENTS
:
an appropriate three-year Degree/Diploma with proven experience in management, training and development. Required Skills And Competencies: ( provide strategic guidance for the development of an operational plan for the Sub-Directorate that links to directorates’ action plan ( generic management functions ( manage the rendering of administrative support to Project Chrysalis ( manage the Sub-Directorate’s budget and procure and manage services ( manage and co-ordinate all community based training programmes

DUTIES
:
( excellent experience in strategic and general management ( extensive knowledge of SAQA and the SETA accreditation requirements ( extensive knowledge of training policies, processes and practices ( strong interpersonal and communication skills ( good analytical and report writing skills ( computer literacy (MS Word and Excel and PowerPoint) ( a valid drivers license

ENQUIRIES
:
Dr E Engelbrecht, Tel (021) 483-3087

DEPARTMENT OF CULTURAL AFFAIRS AND SPORT

The Department intends to promote representivity with the filling of the posts and  disabled persons are welcome to apply. 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. Join the dynamic and winning sport and culture team

APPLICATIONS
:
Please submit your application via the Head of your Department, (if a public service employee) stating the reference number of the post you are applying for, to: Jobvest: Response Handling P O Box 6617 Roggebaai 8012 OR E-mail to rh3@adcorp.co.za OR Fax to (086) 614 8632

MANAGEMENT ECHELON

POST 35/304
:
DIRECTOR: LIBRARY AND ARCHIVE SERVICES REF.NR. CL/07/017

SALARY
:
R502 725 per annum (the all inclusive remuneration package may in accordance with the applicable rules, be structured according to the individual needs)
CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year tertiary qualification plus extensive managerial / leadership expertise within the profession or related workfield. The following will serve as recommended competencies / skills: ( In-depth knowledge of relevant public sector legislation, policies, strategies and networks ( extensive appropriate strategic management and leadership abilities ( ability to work under pressure and meet deadlines ( oral and written communication skills ( conflict resolution, team building and presentation skills ( proven ability for innovative problem solving ( proven ability to analyse and conceptualise policy and to apply policy successfully (    computer literacy ( valid code 8 driver’s licence ( strategic partnership and relationship management ( people management and empowerment skills ( financial management skills. 

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for: ( strategically lead the development, transformation and promotion of sustainable Library Information and Archive services in the Western Cape ( develop a service delivery implementation plan for all business units in the components ( develop and sustain collaborative partnerships in support of integrated governance ( act as programme manager for the libraries and Archive budget ( employ, lead and manage people and teams in library and Archive Services ( champion and be a role model for organizational values within the department.

ENQUIRIES
:
Mr MN Lindie, tel (021) 483 9501.

POTST 35/305
:
DIRECTOR: HUMAN RESOURCES AND GENERAL SUPPORT SERVICES REF.NR. CP/07/002

SALARY
:
R502 725 per annum (the all inclusive remuneration package may in accordance with the applicable rules, be structured according to the individual needs)
CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year tertiary qualification plus extensive managerial / leadership expertise within the profession or related workfield. The following will serve as recommended competencies / skills: ( In- depth knowledge of relevant public sector legislation, policies, strategies and networks ( oral and written communication skills (proven leadership and managerial skills ( organizational skills ( computer literacy ( valid code 8 driver’s licence ( strategic thinking ( proven ability for innovative problem solving ( ability to work under pressure ( knowledge of HR trends and challenges ( strategic partnership and relationship management ( people management and empowerment skills ( knowledge and experience in financial management ( achievement orientation.

DUTIES
:
Key Performance Areas: The successful candidate will have the following key responsibilities: ( lead the development, implementation and monitoring of the Departmental Human Resources and General Support strategy to recruit, retain and develop a competent, representative and engaged workforce and ensure optimal resource utilisation ( develop innovative service delivery improvement programmes that enable optimal performance ( facilitate effective people management and development ( promote employee relations within the department ( financial management which include preparation and managing of own budget in line with strategic objective and in terms of the capital PFMA prescripts (  employ, lead and manage human resources and general support team in execution of business plans (  champion and be a role model for organizational values within the department.

ENQUIRIES
:
Mr MN Lindie, tel (021) 483 9503.

POST 35/306
:
DIRECTOR: SPORT PROMOTION AND RECREATION REF.NR. CS/07/010

SALARY
:
R502 725 per annum (the all-inclusive remuneration package may in accordance with the applicable rules, be structured according to the individual’s needs)

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification for this position is an appropriate recognized B Degree (or equivalent qualifications) plus extensive managerial / leadership expertise within the profession or related work field. The following will serve as recommended competencies / skills: ● In-depth knowledge of relevant Sport and Recreation legislation, policies, strategies and networks ● oral and written communication skills ● proven leadership and managerial skills ● organisational skills ● computer literacy ● valid code 8 driver’s licence ● strategic thinking ( proven ability for innovative problem solving ( ability to work under pressure ● knowledge of Sport and Recreation matters, especially at a national level ( strategic partnership and relationship management ( people management and empowerment skills ( knowledge and experience in financial management ( achievement orientation.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for: ● strategically lead and manage effective promotion of Sport and Recreation within the Western Cape based on beneficiary needs and government mandates ● build and maintain collaborative partnerships in support of integrated governance ● develop an appropriate service delivery improvement plan for the component ● employ, lead and manage people and teams in the component to achieve optimal performance ● financial management which include budget and expenditure management.

ENQUIRIES
:
MN Lindie, Tel (021) 483 9501

OTHER POST

POST 35/307
:
DEPUTY DIRECTOR: HERITAGE RESOURCE MANAGEMENT SERVICE REF NR. CH/07/003

SALARY
:
R311 358 per annum
CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification for this position is an appropriate recognised B Degree (or equivalent qualification) plus appropriate experience within the profession or related workfield. Recommended competencies/skills: ( knowledge of relevant public sector legislation, protocols and policies ( oral and written communication skills ( project management skills ( good planning and organizational skills ( knowledge and experience in financial management ( professional knowledge of post related fields eg. history, architecture etc.  ( generic management skills ( computer literacy ( candidate must be in possession of a valid driver’s license ( relationship management ( people management and empowerment skills.

DUTIES
:
Key performance areas: The successful candidate will be responsible for: ( operational management within the heritage resources component in line with approved business plan ( effective people management of heritage team ( improve service delivery of specialised professional heritage resource services ( manage the budget and expenditure of the component ( build and maintain supportive partnership with the council of Heritage Western Cape ( provide input to strategic management and planning.

ENQUIRIES
:
may be directed to Ms J Moleleki, Tel. (021) 483-9508.

NOTE
:
Applications must be submitted on form Z83 form, obtainable from any Public Service Department, and should be accompanied by a complete Curriculum Vitae, certified copies of qualifications and identity document, and the names of three referees. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.

CLOSING DATE
:
21 September 2007

DEPARTMENT OF EDUCATION

Come and join the dynamic management team of the Western Cape Education Department (WCED)! The WCED is an equal opportunity, affirmative action employer committed to effective and efficient service delivery. It is intended to promote representativeness through the filling of the advertised posts and that the candidature of persons, whose transfer/promotion/appointment will promote representativeness, will receive preference. Persons with disabilities are welcome to apply and an indication in this regard on the application for employment form (Z 83) will be appreciated.

[image: image3.wmf] 


APPLICATIONS
:
Please forward your application(s), quoting the relevant post number, to: JobVest, Response Handling, PO Box 6617, Roggebaai, 8012

CLOSING DATE
:
14 September 2007

NOTE
:
The WCED has a proud record of effective and efficient service delivery. We are fully geared to become an organisation that is not only professional, but also representative of all our people in this beautiful province. It is indeed an Education Home for all. You are hereby invited to become a member of a dynamic management team where your competencies and personal qualities can empower our schools, communities and fellow employees. Your experience, knowledge, professionalism and enthusiasm are needed in building a service driven team that is geared to serve the learners of the Western Cape to the best interest of our country. So, if you are keen to join this organisation and to share your expertise so that we can become the most professional government department, please submit your application before the closing date. Positions are based at Head Office in Cape Town. General Information: All these vacant posts are Senior Management positions. The appointments will be subject to security clearance and the signing of an annual performance agreement. Candidates may be subjected to competency assessment before final decisions are made in respect of the filling of posts. We offer an attractive all-inclusive remuneration package that consists of a basic salary and a flexible portion. See the remuneration package at each post. It is expected of incumbents of senior management posts to work under pressure, work longer hours, to travel frequently and to meet strict deadlines. Applications must be submitted on a signed form Z83, obtainable from any Public Service Department. A detailed CV with an exposition of your qualifications, experience, competencies and previous employment record must support your application(s). Submitted copies of supporting documents will not be returned. The post number and name of the post must be clearly indicated on your application form. Late applications will not be considered. Note: It is expected of candidates to be available for selection interviews on a date, time and place as determined by the WCED.

MANAGEMENT ECHELON

POST 35/308
:
CHIEF DIRECTOR: INTERNAL HUMAN CAPITAL MANAGEMENT


Job purpose: To manage the Chief Directorate Internal Human Capital Management Services.

SALARY
:
R591 510 – R636 939 per annum

CENTRE
:
Head Office, Cape Town.

REQUIREMENTS
:
Qualifications and experience: An appropriate B-degree in the relevant field or equivalent qualification and 3 – 5 years’ appropriate senior management experience in a human capital management environment. Specific Competencies: Knowledge of the Constitution, 1996, Public Service Act, 1994, as amended, Public Service Regulations, 2001 and relevant directives, determinations and collective agreements; Employment of Educators’ Act, 1998, Educator Employment Act Regulations; Personnel Administrative Measures (PAM); Labour Relations Act, 1995; Basic Conditions of Employment Act, 1997; Employment Equity Act, 1998; FET Act, 2006; Occupational Health and Safety Act, 1993. Competencies: Knowledge: Advanced knowledge of public policy analysis and public policy development processes; Advanced knowledge of strategy development, strategy management and strategy monitoring and review processes; Advanced knowledge of modern systems of governance and administration; Advanced knowledge of public finance, human capital; Advanced knowledge of public communication, public education, public participation and public discourse management processes; Knowledge of the latest advances in public management theory and practice;  Knowledge of the policies of the government of the day;  Knowledge of global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape; Skills: Strong conceptual and formulation skills; A high level in-house advisor; Strong leadership skills with specific reference to the ability to display thought leadership in complex applications; Team building and strong interpersonal skills; Excellent verbal and written communication skills; Outstanding planning, organizational and people management skills; Computer literacy Personal attributes: A highly developed interpretative and conceptualization/ formulation ability; The ability to render advice and guidance in an objective and dedicated manner; The ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances; The ability to persuade and influence; The ability to lead and direct teams of professionals and service providers

DUTIES
:
To ensure the continuous and sustained effectiveness, efficiency and economy in providing corporate support.  This includes the following broad areas of service delivery: Internal Human Capital Management Services: Manage all aspects of internal Human Capital Management and Administration, including Labour Relations; Implementation and maintenance of systems, procedures and processes to administer Human Capital functions; Overall responsible for implementation of Staff Performance Management Systems; Manage the administration of performance management systems (Public Service & Educators); Provide human capital information (inclusive of statutory reporting); Overall responsibility for the delivering of a Human Capital Management Service to the WCED and its clients; Participation, interpretation and implementation of National specific human capital policies; Develop and interpret the implementation of departmental specific human capital policy as well as input to provincial and national policy; Develop and maintain human capital information and knowledge management system; Provide human capital research and product development;  Develop and maintain human capital plans (including Employment Equity Plan); Co-ordinate organizational development interventions, job evaluation and change management;  Manage, monitor, evaluate and report on Human Capital matters;  Manage Employee Health and Wellness and Human Capital special programmes (Human Rights, Service Delivery Improvement Plan, HIV/Aids, Youth, Gender equity, Disability, Employment Equity, Employee Health and Wellness Programme, Occupational Health and Safety Act); Management of performance management systems (Public Servants & Educators); Manage interaction with Organized Labour; Manage discipline in the department. Strategic Management: Participation in the Department’s strategic planning process; Active involvement in the development and management of the strategic and business plans for the Chief Directorate; To evaluate the performance of the Chief Directorate on a continuing basis against pre-determined key measurable objectives and standards; To report to the Deputy Director-General: Corporate Services on a regular basis on the activities of the Chief Directorate and on matters of substantial importance to the Department;  To monitor and ensure compliance with relevant legislation and prescripts in respect of adequate and appropriate record keeping of the activities of the Chief Directorate, and of the resources employed by it. Financial management: Manage financial management and internal procurement responsibilities and act as Sub-programme Manager in terms of Public Finance Management Act, 1999; Prepare inputs for the Annual and adjustment budgets in compliance with Treasury Instructions and in line with business plan; Ensure that spending of funds take place strictly in accordance with approved budget and Public Finance Management Act, 1999 prescripts; Monitor the utilization and safe keeping of state money and assets; Overall responsible for identification of objectives, priorities and operational plan of the Chief Directorate.

ENQUIRIES
:
Mr CJ Fourie at (021) 467 – 2537.

POST 35/309
:
CHIEF DIRECTOR: DISTRICTS


Job purpose: To co-ordinate the delivery of quality education at education institutions across districts.

SALARY
:
R591 510 – R636 939 per annum

CENTRE
:
Head Office, Cape Town.

REQUIREMENTS
:
Qualifications and experience: Appropriate B degree or equivalent qualification plus 3 to 5 years senior management experience in an education environment. Competencies: Knowledge: Advanced knowledge of public policy analysis and public policy development processes; Advanced knowledge of strategy development, strategy management and strategy monitoring and review processes; Advanced knowledge of modern systems of governance and administration; Advanced knowledge of public finance, human capital; Advanced knowledge of public communication, public education, public participation and public discourse management processes; Knowledge of the latest advances in public management theory and practice;  Knowledge of the policies of the government of the day;  Knowledge of global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape; Skills: Strong conceptual and formulation skills; A high level in-house advisor; Strong leadership skills with specific reference to the ability to display thought leadership in complex applications; Team building and strong interpersonal skills; Excellent verbal and written communication skills; Outstanding planning, organizational and people management skills; Computer literacy. Personal attributes: A highly developed interpretative and conceptualization/ formulation ability; The ability to render advice and guidance in an objective and dedicated manner; The ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances; The ability to persuade and influence; The ability to lead and direct teams of professionals and service providers.

DUTIES
:
Line Management: To co-ordinate the delivery of quality education at education institutions across districts.  This includes the following broad areas of service delivery: Ensure research, information systems, quality assurance, district business planning, strategy processes and render a district level corporate service; Facilitate Institutional Management Governance (IMG) advice to District Management, Circuit Team Leaders and IMG advisors; Facilitate Specialized Learner and Educator Support (SLES) advice to District Management, Circuit Team Leaders and SLES advisors; Facilitate Curriculum advice to District Management, Circuit Team Leaders and Curriculum advisors; Ensure the application of Quality Assurance (Integrated Quality Management Systems and related Monitoring & Evaluation systems); Ensure planning, strategy and budgeting processes; Ensure corporate support services at district level; Ensure operational interfaces with Head Office and external agencies; Oversee all education institution rationalisation programmes; Provide communication and interface management services at District level; Manage own internal human capital responsibilities. Strategic Management: To define and review on a continual basis the purpose, objectives, priorities and activities across Districts; Participation in the Branch’s strategic planning process; Active involvement in the development and management of the strategic and business plans across Districts; To evaluate the performance of Districts on a continuing basis against pre-determined key measurable objectives and standards; To report to the Deputy Director-General on a regular basis on the activities of the Districts and on matters of substantial importance to the Department; To monitor and ensure compliance with relevant legislation and prescripts in respect of adequate and appropriate record keeping of the activities of the Districts and of the resources employed by it. Financial management: Manage financial management and internal procurement responsibilities and act as Sub-Programme Manager in terms of Public Finance Management Act, 1999; Prepare inputs for the Annual and adjustment budgets in compliance with Treasury Instructions and in line with business plan; Ensure that spending of funds take place strictly in accordance with approved budget and Public Finance Management Act, 1999 prescripts; Monitor the utilization and safe keeping of state money and assets; Overall responsible for identification of objectives, priorities and operational plan of the Chief Directorate.

ENQUIRIES
:
Mr BK Schreuder at (021) 467 – 2518

POST 35/310
:
DIRECTOR: KNOWLEDGE MANAGEMENT, INFORMATION MANAGEMENT SYSTEMS AND ICT


Job purpose: To develop and manage education knowledge and Information Management Systems and Information and Communication Technology (ICT).

SALARY
:
R502 725 – R541 284 per annum

CENTRE
:
Head Office, Cape Town.

REQUIREMENTS
:
Qualifications and experience: An appropriate B-degree in the relevant field or equivalent qualification and 6 - 10 years’ appropriate management experience in a knowledge management and/or information management and/or ICT management environment. Specific Competencies: Advanced knowledge of Information Management. Competencies: Knowledge: Knowledge of the latest advances in public management theory and practice; Advanced knowledge of public policy analysis and public policy development processes; Advanced knowledge of strategy development, strategy management and strategy monitoring and review processes; Advanced knowledge of modern systems of governance and administration; Advanced knowledge of public finance, human capital; Advanced knowledge of public communication, public education, public engagement and public discourse management processes;  Knowledge of the policies of the government of the day; Knowledge of global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape; Knowledge of Constitutional, legal and institutional arrangements governing the South African public sector; Knowledge of inter-governmental and international relations; Knowledge of communication, media management, public relations, public participation and public education. Skills: Strong conceptual and formulation skills; Strong leadership skills with specific reference to the ability to display thought leadership in complex applications; Team building and strong interpersonal skills; Excellent communication skills; Outstanding planning, organizational and people management skills; Presentation skills at senior management level; Computer literacy. Personal attributes: A highly developed interpretative and conceptualization/ formulation ability; The ability to render advice and guidance in an objective and dedicated manner; The ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances; The ability to persuade and influence; The ability to lead and direct teams of professionals and service providers

DUTIES
:
Line Management: Develop and maintain Knowledge Management, Management Information Systems and ICT policy and systems for the department; Co-ordinate the process of translating implicit and explicit knowledge into institutional knowledge; Manage the interface with e-innovation and other service providers; Co-ordinate publication and dissemination of institutional knowledge and management information generated within the education system; Plan and oversee the provisioning of ICT requirements (Master Plan Service); Provide access to management information; Monitor and review knowledge management practices; Manage own internal human capital responsibilities. Strategic Management: To define and review on a continual basis the purpose, objectives, priorities and activities of the Directorate; Participation in the Branch, Chief Directorate and Directorate’s strategic planning process; Active involvement in the development and management of the strategic and business plans for the Directorate; To evaluate the performance of the Directorate on a continuing basis against pre-determined key measurable objectives and standards; To report to the Chief Director:  Education Management Information and Quality Assurance on a regular basis on the activities of the Directorate, and on matters of substantial importance to the Administration;  To monitor and ensure compliance with relevant legislation and prescripts in respect of adequate and appropriate record keeping of the activities of the Directorate, and of the resources employed by it. Financial management: Manage financial management and internal procurement responsibilities and act as Responsibility Manager in terms of Public Finance Management Act, 1999; Prepare inputs for the Annual and adjustment budgets in compliance with Treasury Instructions and in line with business plan; Ensure that spending of funds take place strictly in accordance with approved budget and Public Finance Management Act, 1999 prescripts; Monitor the utilization and safe keeping of state money and assets; Overall responsible for identification of objectives, priorities and operational plan of the Directorate.

ENQUIRIES
:
Mr BK Schreuder at (021) 467 – 2518.

POST 35/311
:
DIRECTOR: RESEARCH SERVICES


Job purpose: To plan, manage and co-ordinate education research

SALARY
:
R502 725 – R541 284 per annum

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Qualifications and experience: Post graduate qualification in research methodology plus 6 - 10 years management experience in a research environment. Competencies: Knowledge: Knowledge of the latest advances in public management theory and practice; Advanced knowledge of public policy analysis and public policy development processes; Advanced knowledge of strategy development, strategy management and strategy monitoring and review processes; Advanced knowledge of modern systems of governance and administration; Advanced knowledge of public finance, human capital; Advanced knowledge of public communication, public education, public engagement and public discourse management processes;  Knowledge of the policies of the government of the day; Knowledge of global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape; Knowledge of Constitutional, legal and institutional arrangements governing the South African public sector; Knowledge of inter-governmental and international relations; Knowledge of communication, media management, public relations, public participation and public education. Skills: Strong conceptual and formulation skills; Strong leadership skills with specific reference to the ability to display thought leadership in complex applications; Team building and strong interpersonal skills; Excellent communication skills; Outstanding planning, organizational and people management skills; Presentation skills at senior management level; Computer literacy. Personal attributes: A highly developed interpretative and conceptualization/ formulation ability; The ability to render advice and guidance in an objective and dedicated manner; The ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances; The ability to persuade and influence; The ability to lead and direct teams of professionals and service providers

DUTIES
:
Line Management: Plan required research activities; Undertake research activities; Manage and co-ordinate research activities; Publish and report on research findings; Manage own internal human capital responsibilities. Strategic Management: To define and review on a continual basis the purpose, objectives, priorities and activities of the Directorate; Participation in the Branch, Chief Directorate and Directorate’s strategic planning process; Active involvement in the development and management of the strategic and business plans for the Directorate; To evaluate the performance of the Directorate on a continuing basis against pre-determined key measurable objectives and standards; To report to the Chief Director: Education Management Information and Quality Assurance on a regular basis on the activities of the Directorate, and on matters of substantial importance to the Administration; To monitor and ensure compliance with relevant legislation and prescripts in respect of adequate and appropriate record keeping of the activities of the Directorate, and of the resources employed by it. Financial management: Manage financial management and internal procurement responsibilities and act as Responsibility Manager in terms of Public Finance Management Act, 1999; Prepare inputs for the Annual and adjustment budgets in compliance with Treasury Instructions and in line with business plan; Ensure that spending of funds take place strictly in accordance with approved budget and Public Finance Management Act, 1999 prescripts; Monitor the utilization and safe keeping of state money and assets; Overall responsible for identification of objectives, priorities and operational plan of the Directorate

ENQUIRIES
:
Mr BK Schreuder at (021) 467 – 2518

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

OTHER POSTS

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 35/312
:
PRINCIPAL MEDICAL OFFICER (2 POSTS)



Forensic Pathology Services

SALARY
:
Remuneration package: R 311 358 per annum (a portion of the package can be structured according to the individual’s personal needs) including a non-pensionable scarce skills allowance of 15% of annual basic salary. (Fixed overtime contract mandatory)

CENTRE
:
Post A: Boland/Overberg Region, Worcester (1 post)



Post B: Oudtshoorn and Mossel Bay (1 post)

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. The ability to communicate in at least two of the three official languages of the Western Cape.  A valid driver’s licence (certified copy).  Ability and willingness to perform duties outside of normal hours and away from base of employment, if and when required.  Good interpersonal skills including effective service delivery within a group situation at all levels of authority.  Extensive knowledge of the functioning of a Forensic Pathology Service.  MBChB.  Computer literacy.  Recommendation: Appropriate Diploma in Forensic Pathology will be a strong recommendation.

DUTIES
:
The successful candidates will be responsible for:  Forensic Post Mortem examinations and all other investigations and documentation that stems from a Medical Officer level.  Attendance and examination of crime scenes.  Presenting expert evidence in courts of law as requested by the Department of Justice.  Support to the Principal Specialist in the Regional FPS activities as well as assistance with the administrative duties as requested.  Guidance of the Forensic Pathology Personnel on Post Mortem examinations.  Participating in the teaching, research and learning activities in the Service.  Informal training of law enforcement groups, sections from criminal justice and other interested parties, in the provision of Forensic Pathology Services.

ENQUIRIES
:
Post A: Dr E Erasmus, tel. no. (021) 483-8435 or Dr S Potelwa, tel. no. (023) 347-5353, Post B: Mr S Fyfe, tel. no. (044) 873-4370

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
21 September 2007

POST 35/313
:
PRINCIPAL MEDICAL OFFICER (12 MONTHS CONTRACT POST)

SALARY
:
Remuneration package: R 311 358 per annum (a portion of the package can be structured according to the individual’s personal needs) including a non-pensionable scarce skills allowance of 15% of annual basic salary. (Fixed overtime contract mandatory).

CENTRE
:
Forensic Pathology Services, Stellenbosch

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. The ability to communicate in at least two of the three official languages of the Western Cape.  A valid driver’s licence (certified copy).  Ability and willingness to perform duties outside of normal hours and away from base of employment, if and when required.  Good interpersonal skills including effective service delivery within a group situation at all levels of authority.  Extensive knowledge of the functioning of a Forensic Pathology Service.  MBChB.  Computer literacy.  Recommendation: Appropriate Diploma in Forensic Pathology will be a strong recommendation.

DUTIES
:
The successful candidate will be responsible for:  Forensic Post Mortem examinations and all other investigations and documentation that stems from a Medical Officer level.  Attendance and examination of crime scenes.  Presenting expert evidence in courts of law as requested by the Department of Justice.  Support to the Principal Specialist in the Regional FPS activities as well as assistance with the administrative duties as requested.  Guidance of the Forensic Pathology Personnel on Post Mortem examinations.  Participating in the teaching, research and learning activities in the Service.  Informal training of law enforcement groups, sections from criminal justice and other interested parties, in the provision of Forensic Pathology Services

ENQUIRIES
:
Mr S Cloete, tel. no. (021) 872-1726

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
21 September 2007

POST 35/314
:
SENIOR SPECIALIST (PAEDIATRIC DERMATOLOGY) (5/8TH POST)

SALARY
:
Remuneration package: R230 625 per annum (a portion of the package can be structured according to the individual’s personal needs)

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

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Specialist Dermatologist. Practical experience in Paediatric Dermatology. Recommendations: Experience in teaching under and post-graduate students in General Dermatology and Paediatric Dermatology. Research experience in the field. Experience and proven records in research methodology practice and grant applications.

DUTIES
:
Liaise with Provincial Government of the Western Cape, Metro Health Services and other dermatologists to ensure an effective dermatology outreach service. Provide clinical expertise and the provision of a referral outpatient service for Paediatric Dermatology, at Red Cross Children’s Hospital and affiliated health services and other hospitals. Supervise in-patient care of Paediatric Dermatology patients as Groote Schuur Hospital as well as Red Cross Children’s Hospital. Provide after hours call in Dermatology. Assume management and responsibility for phototherapy and laser treatment and development and delivery. Supporting teaching of under and post-graduate learners in General Paediatric Dermatology. Participation in relevant research in Dermatology that will culminate in a doctorate, if not yet obtained. Initiate and assume responsibility for Paediatric Dermatoloty diploma course.

ENQUIRIES
:
Prof G Todd, tel. no. (021) 404-3376

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

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
21 September 2007

POST 35/315
:
FACILITY MANAGER (2 POSTS)



(Directorate: Metro District Health Services)

SALARY
:
R196 815 per annum

CENTRE
:
Khayelitsha Community Health Centre (1 post)



Guguletu Community Health Centre (1 post)

REQUIREMENTS
:
An appropriate tertiary qualification. Appropriate experience in a managerial position in a Non-Government Organisation (NGO), private organisation or the state sector. Valid driver’s licence. Recommendations: Health sector experience. Proven leadership abilities. Good interpersonal and people management skills. Computer literacy.

DUTIES
:
General and operational management of a 24 hour Community Health Centre and related services in the drainage area. Strategic and operational planning and the implementation of a performance management system for the facility. Sound financial and human resource management including staff performance system. Supply Chain Management. Implementation of the prescribed package of services. Plan and co-ordinate the provision of support service systems that will enhance the quality of care. Ensure a high level of client satisfaction through the effective planning and implementation of local centre operations and good communication with clients and communities served. Information management.

ENQUIRIES
:
Khayelitsha: Ms J Hair, tel no. (021) 460-9209



Guglethu : Dr L Bitalo, tel.no. (021) 460-9119  

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

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
21 September 2007

POST 35/316
:
FORENSIC OFFICER (GRADE II) (2 POSTS) FORENSIC PATHOLOGY LABORATORY (M1 – M2)

SALARY
:
R 85 362 per annum

CENTRE
:
Stellenbosch 

REQUIREMENTS
:
Senior (or equivalent) Certificate with appropriate forensic (medico-legal) laboratory experience. Valid Code B driver’s licence (certified copy).  Fluency in two of the three official languages of the Western Cape.  Above-average computer and software literacy.  Ability to lift and work with corpses (mutilated, decomposed, infectious viruses, etc).  Willingness to be trained in forensic investigation and evisceration, and to work standby (after hours) duties.  Ability to work independently.  Candidates will be subjected to a security clearance.  Will be required to wear a uniform.  Recommendation: Ability to be trained in 4x4 vehicle handling and photography skills.

DUTIES
:
Effective and efficient recovery, storage and processing of deceased, that includes physically collecting, processing and safekeeping of corpses, information, exhibits and property from incident scenes.  An effective forensic autopsy process rendered in accordance with set standards and guidelines by assisting the Forensic Pathologist in autopsies (evisceration) of corpses.  Optimal control of reports and specimens during and after the forensic mortuary process including the completion and administration of statements and documentation.  Rendering an efficient support service to the Chief Forensic Officer with regard to the management of the forensic pathology laboratory that includes attendance of possible court cases and delivery of testimony.

ENQUIRIES
:
Mr S Cloete, tel. no. (021) 872-7660 or Ms C Ramasamy, tel. no. (021) 887-2520 

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
21 September 2007

DEPARTMENT OF SOCIAL DEVELOPMENT
In line with the Employment Equity Plan of the Department of Social Development 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.

MANAGEMENT ECHELON

POST 35/317
:
CHIEF DIRECTOR: SOCIAL TRANSFORMATION MANAGEMENT AND CORPORATE SERVICES

SALARY
:
R591 510 per annum – All inclusive package

CENTRE
:
Head Office, Cape Town 

REQUIREMENTS
:
The formal qualification requirement for appointment is at least an appropriate, recognised 3-year degree/diploma (or equivalent qualification) with extensive, appropriate management experience. To comply with the requirements of the post, the successful candidate must have the following competency profile: Knowledge: Advanced Knowledge of Government co-ordination, monitoring, review and reporting requirements, systems and mechanisms. Advanced knowledge of public policy analysis and public policy development processes. Advanced knowledge of strategy development, strategy management and strategy monitoring and review processes Advanced knowledge of modern systems of governance and administration Advanced knowledge of Public communication, public engagement and public discourse management processes Knowledge of inter-governmental and international relations Knowledge of the policies of the government of the Day, with specific reference to the provincial growth and development strategy of the Western Cape Knowledge of global, Regional and local political, Economic and social affairs Impacting on the Provincial Government of the Western Cape Knowledge of constitutional, Legal and institutional Arrangements governing The South African Public Sector Human Resource Management and administrative systems and processes Financial Management processes Skills: Strategic Planning and Project Facilitation Excellent Interpersonal Skills Excellent Communication Skills Outstanding planning, organizing and people management skills Access to and the ability to develop and maintain networks relevant to the task environment Computer literacy skills Personal Attributes: A highly developed interpretive and conceptualisation/ formulation ability The ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances Ability to persuade and influence Ability to handle conflict Ability to lead and direct teams of professionals and service providers

DUTIES
:
Provide strategic management, guidance and advice in respect of the effective and efficient rendering of the following services: Manage the Chief Directorate’s strategic and business planning process Manage the strategic human resource management service to the Department that will promote the principles of Employment Equity and other diversity measures Manage internal and external monitoring and evaluation services and report on findings and make recommendations to facilitate corrective actions Manage the Department’s Transformation Plan, including Employment Equity, increased accessibility of departmental services, funding to emerging organizations in marginalized communities Manage other related corporate service functions

ENQUIRIES
:
Mr JO Smith, tel. no. (021) 483-8679.

APPLICATIONS
:
The Director: Human Resource Management, Department of Social Development, Private Bag X9112/ 14 Queen Victoria Street, Cape Town, 8000

FOR ATTENTION
:
Registry - Ms M Aubrey

CLOSING DATE
:
14 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
:
14 September 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 35/318
:
TRANSACTION ADVISOR:  PPP FINANCE : WCPT 17/03/07


Chief Directorate: Asset Management



Directorate: Immovable Asset Management

SALARY
:
R196 815 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
Minimum qualification requirements and experience: • A Bachelor Degree (or equivalent qualification) in Finance/Economics/ Commerce • knowledge of financial modeling would be an advantage • appropriate experience in the implementation and assessment of project finance/ project planning and/ project management Skills: • Flexibility • ability to work under pressure • written and verbal (presentation and report writing) communication • project planning • negotiation and mediation •process management • analytical skills • research skills • energetic self starter

DUTIES
:
•Assist departments in preparing cost effective and affordable PPP projects •Render technical assistance and training to the departments •Assess the viability and sustainability of PPP projects •Assess risk transfer to the private sector •Assess economic characteristics of intended PPP projects •Assess legal requirements of intended PPP projects •Assess recommendations of transaction advisor on preferred bidders •Ensure implementation in conformity with the requirements of the Public Financial Management Act.

ENQUIRIES
:
Mr T Pillay ( (021) 483-5600
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