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DATE OF ISSUE: 7 SEPTEMBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 36 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 8 OCTOBER 2007.

AMENDMENT
:
Provincial Administration: Free State Department of Health: Kindly note that the following posts: Provisioning Administration Officer Ref no: H/P/252 and Provisioning Administration Officer Ref no: H/P/253, The requirements should read as follows, Recognised Bachelors Degree or equivalent grading with appropriate experience in Procurement (biding) and contract administration.


Provincial Administration: KwaZulu-Natal Department of Transport: Kindly note that the following posts: Senior Artisan (10 Posts) Ref no.’s P 220-228/2007, advertised in PSVC 35 of 2007, the closing date has been extended to 21 September 2007.
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ANNEXURE A

DEPARTMENT OF AGRICULTURE

This department is an equal opportunity affirmative action employer

It is the department’s intention to promote equity through the filling of all numeric targets as contained in the Employment Equity Plan ● To facilitate this process successfully, an indication of race, gender and disability status is required
APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
17 September 2007

NOTE
:
The Department of Agriculture is committed to providing equal opportunities and practising affirmative action employment ● Applications must be accompanied by a signed Form Z 83 and a recent updated comprehensive CV as well as original certified copies of all qualification(s) and ID-document ● Please take note that no applications, received after the closing date of the said advertisements, will be considered ● Should you be in possession of a foreign qualification, it must be accompanied by an evaluation certificate from the South African Qualification Authority (SAQA) ● Failure to submit the requested documents will result in your application not being considered ● Please take note that all qualifications are subject to verification ● Successful candidate/s will be appointed on a probationary period of 12 months ● Correspondence will be limited to short-listed candidates only ● If you have not been contacted within three (3) months after the closing date of this advertisement, please accept that your application was unsuccessful ● Please take note that all applications will be subject to reference checks ● The department reserves the right not to make any appointment in the above post(s) ● Non-SA Citizens must attach a certified copy of proof of permanent residence in South Africa ● Where applicable candidates will be subjected to a skills/knowledge test.

OTHER POSTS

POST 36/01
:
SENIOR ECONOMIST (ECONOMIC RESEARCH) (REF. 390/2007)



Directorate: Production and Resource Economics

SALARY
:
Inclusive packages of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s degree majoring in Economics (you are requested to furnish a credit certificate and /or statement of results) ● Appropriate experience in applied economic research ● Knowledge and extensive experience in the use of methodologies in economic research as well as related computer programmes ● Good written and verbal communication skills. 

DUTIES
:
Provide guidance and execute economic research and advice on the economic performance of the agricultural sector and its industries, the impact of the external environment on its performance as well as its competitiveness ● Specific duties include: Assist in the co-ordination of the establishment and implementation of national standards (e.g. information systems, methodologies and analytical tools) in the sub-directorate’s field of responsibility ● Assist in the contracting of outside macroeconomic services for the sub-directorate ● Assist to establish and maintain a national and international network for liaison and cooperation with similar analysis institutions ● Assist to develop and execute the annual work plan of the sub directorate.

ENQUIRES
:
Mr. S. Nkomo, Tel. No. 012-319-8117

POST 36/02
:
AGRICULTURAL PRODUCT TECHNICIAN (REF 408/2007)


Directorate: Food Safety and Quality Assurance
SALARY
:
R132 054 per annum

CENTRE
:
Stellenbosch

REQUIREMENTS
:
An appropriate three-years National Diploma or B. degree or equivalent qualification with at least one of the following major subjects: Chemistry/ Analytical Chemistry (you are requested to furnish a credit certificate and /or statement of results) ● Experience in chromatographic instrumental analysis techniques (e.g. Gas and Liquid Chromatographs) for determining pesticides (agrochemical) residues in agricultural products of plant origin ● Experience in maintenance and troubleshooting Chromatographic Instruments (both Gas and Liquid) ● Knowledge of the ISO 17025 accreditation system, its implementation and maintenance ● Furthermore an experience in method development and validation ● Computer literate and have experience of the MS Office software ● A valid  Code B driver’s licence is required.

DUTIES
:
Method development, validation and routine analysis of pesticides (agrochemical) residues in agricultural products of plant origin as required by the Agricultural Products Standards Act, using chromatographic analysis techniques e.g. Gas Chromatography and High Performance Liquid Chromatography ● Instrument maintenance and calibration, development, validation and implementation of new methods of analysis, implementation and maintenance of the Laboratory Quality System in compliance with the ISO 17025 standards ● Training of personnel, procurement of goods and services, asset control and health and safety assessments.

ENQUIRES
:
Mr. J. Goosen, Tel. No. 021-809-1674

POST 36/03
:
SENIOR PLANT HEALTH OFFICER (REF. 389/2007)


Directorate: Plant Health

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate B.Sc. or B.Sc. Agric. Degree with Plant Pathology and/or Entomology/Zoology as a major subject (you are requested to furnish a credit certificate and /or statement of results) ● Appropriate experience in: Plant Quarantine research/ education/ trade environment or Agricultural knowledge and Information Management, or Science/ Agricultural Communication or International Agricultural Markets or International Agricultural Trade ● Computer literacy in MS Outlook, MS Word, MS Power Point, MS Excel ● A code EB driver’s licence and willingness to travel, often at short notice ● Good interpersonal relations are required as member of a team responsible for international and national liaison ● Knowledge of the World Trade Organisation (WTO) Agreement on the Application of Sanitary and Phytosanitary Measures (SPS Agreement) and the International Plant Protection Convention (IPPC) role and purpose in international agricultural trade ● Good written and verbal communication and liaison skills ● Good organisation skills and the ability to work well under pressure.

DUTIES
:
Information exchange relating to the National Plant Protection Contact Point communication responsibilities within the framework of the IPPC ● Maintain a WTO-SPS notification and information management system ● Participate on technical bilateral meeting with trading partners ● Assist in the dissemination of notifications of phytosanitary noncompliance regarding imports and exports of plants and plant products ● Communicate with international and national stakeholders regarding matters concerning International Standards on Phytosanitary Measures (ISPMs) and quarantine principles relating to the IPPC ● Assist in the maintenance and development of appropriate knowledge and information management systems.

ENQUIRES
:
Ms. M. Theyse, Tel. No. 012-319-6091

POST 36/04
:
PROJECT OFFICER (REF 399/2007)


Directorate: Strategic Planning


Note: This is a re-advertisement of Ref. 90/2007 and candidates who previously applied for this post are requested to re-apply.

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor's degree in Natural Sciences or equivalent qualification.  Experience, sound knowledge and understanding of strategic and operational planning, project management principles tools and information management systems ● Ability to gather, analyse and interpret relevant operational planning information ● Good interpersonal relations with relevant stakeholders and clients ● Appropriate facilitation and presentation skills, and computer literacy and ability to work under pressure and willingness to travel throughout the country ● An unendorsed code B driver's licence.

DUTIES
:
Manage the administration functions of the sub-directorate ● Render the secretariat function on all operational planning related meetings ● Capture and update the operational planning database from various directorates ● Disseminate the operational planning information to the clients of the directorate ● Assist other directorates with operational planning support ● Gather and compile monthly reports on information related to projects and programmes in the Operational Planning and Support Unit ● Compile reports on operational planning related requests and draft correspondence on operational planning information as requested by clients ● Draft submissions for the promotion and adoption of operational planning guidelines ● Assist in co-ordination and facilitation of operational planning activities.

POST 36/05
:
BUSINESS DEVELOPER/ENTRAPRENEURIAL FACILITATOR (3 POSTS) (REF 401/2007)



Directorate: Business and Entrepreneurial Development
SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A three year tertiary qualification in Agribusiness, Agricultural Economics/Business Economics, B.Com Law Degree or Economic Development or equivalent related qualification with extensive relevant experience Good knowledge and understanding of business management principles and policy options together with an acceptable level of legal background ● Business communication with verbal and written capabilities ● Comprehensive computer literacy Organisational skills Analytical skills Interpersonal skills Strong work ethics ● A valid driver’s licence.

DUTIES
:
Analysis of agriculture projects, industries and market trends -15% ● Assessment of empowerment status in terms of the empowerment Agric BEE score card 1 -15% ● Environmental scanning through research with information analysts for possible solutions to encounter act challenges on projects -15% ● Effective portfolio management of assigned projects -15% ● Relationship management with sector customers through advisory consultations, progress monitoring of project development progress and regulation visitations and reporting - 20% ● Report writing on projects analysis, problems encountered, empowerment status and participation of members from designated groups (young, woman, disabled and farm labour) recommending possible solutions for decision making regarding interventions - 20%. Regular visits to projects to monitor operations ● Hands hold project managers and operational personnel with advisory interventions and linking with management consultants’ experts and service providers ● Information dissemination on available support mechanisms/products aimed for utilisation for specific problem areas within the department as and when need arises ● Help to drive the implementation process of support interventions forwarded to improve project status and monitor development ● Continuous reports on project development and maintenance of active working files.

ENQUIRES
:
Ms. M. Moodley/Mr. R. Abercrombie, Tel. No. 012-319-8154/45

POST 36/06
:
CHIEF ACCOUNTING CLERK (REF 405/2007)


Directorate: Finance

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent certificate with Accounting as a subject ● Computer literacy in (MS Word and MS Excel) ● Sound interpersonal and communication skills ● Problem solving skills, meet deadlines and acceptance of responsibilities. (Basic Accounting System).

DUTIES
:
Control and checking over the capturing of BAS transactions ● Control over the administration, reconciliation and maintenance of ledger accounts of inter-departmental claims and accounts such as: Government Transport, Telkom, SITA, Government Printing Works and Subsidised Motor Vehicle Insurance ● Handling and control over the payment of inter-departmental claims with regard to animal disease outbreaks, for example the Foot and Mouth disease, Swine Fever and Birds Flu. Handling of enquiries. Supervision. 

ENQUIRES
:
Ms. A. Hattingh, Tel. No. 012-319-7118/Ms. P. Ndaba, Tel. No. 012-319-6966

POST 36/07
:
AGRICULTURAL PRODUCT TECHNICIAN (REF 406/2007)


Directorate: Food Safety and Quality Assurance

SALARY
:
R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-years National Diploma or B. degree or equivalent qualification with at least one of the following major subjects:  Chemistry/Analytical Chemistry (you are requested to furnish a credit certificate and/or statement of results) ● Knowledge of chromatographic instrumental analysis techniques (e.g. Gas and Liquid Chromatographs) ● Computer literate and have experience in MS Office software ● Knowledge of/or be experienced in maintenance of laboratory equipment ● Familiarity with the ISO 17025 and GLP (good laboratory practice) systems ● A valid Code B driver’s license or should be obtained within six months after appointment (the department will assist in this regard). 

DUTIES
:
Routine analysis of agrochemical/pesticides residues in agricultural products of plant origin as required by the Agricultural Products Standards Act, using chromatographic analysis techniques e.g. ● Gas Chromatography and High Performance Liquid Chromatography ● Instrument maintenance and calibration, preparation of standards, evaluation and reporting of analytical test results, assisting with development, validation and implementation of new methods of analysis, implementation and maintenance of the Laboratory Quality System in compliance with the ISO 17025 standard ● Procurement of goods and services, asset control and health and safety assessments.

ENQUIRES
:
Mr. J. Goosen, Tel. No. 021-809-1674

POST 36/08
:
CHIEF AUXILIARY SERVICES OFFICER (REF. 394/2007)


Directorate: Genetic Resources

SALARY
:
R85 362 per annum
CENTRE
:
Roodeplaat
REQUIREMENTS
:
Grade 10 certificate with Biology as a passed subject ● Computer literacy (MS Office) ● Good communication skills (written and verbal) and above average planning and organising skills ● Be able to work independently and under pressure ● Extensive relevant experience in generic administrative processes as well as Gene bank management procedures.

DUTIES
:
Responsible for the ordering, registering and packing of seed according to the requirements of the Plant Improvement Act and the Plant Breeder's Rights Act ● This includes the management of the cold storage facilities for seed ● Management of the reference collection database.  

ENQUIRIES
:
Ms. F.H. Nel, Tel. No. 082 656 3689
POST 36/09
:
SENIOR ACCOUNTING CLERK REF (404/2007)


Directorate: Finance

SALARY
:
R68 955 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification with accounting plus relevant experience in a government financial environment ● Knowledge of the Public Finance Management Act (Act No. 1 of 1999) and Treasury Regulations ● Good computer literacy in (MS Word and MS Excel) ● Knowledge and experience of PERSAL and Basic Accounting System (BAS) ● Good verbal and writing skills to communicate with clients ● Problem solving skills ● Work under pressure and meet deadlines ● Accept responsibility.

DUTIES
:
Verify subsistence and transport advances and claims ● Capturing of the transactions on PERSAL and BAS ● Handle subsistence and transport enquiries ● Keep records up to date ● Filing of financial documentation related to subsistence and transports.

ENQUIRES
:
Mr. S.D. Mokoena, Tel. No. 012-319-7101

POST 36/10
:
ADMINISTRATION CLERK (REF 402/2007)


Directorate: Land Use and Soil Management

SALARY
:
R68 955 per annum

CENTRE
:
Nelspruit

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus appropriate experience in general administrative skills ● Ability to work independently on normal administrative matters ● Working knowledge and experience in supply chain management ● Typing of documents, submissions, minutes taking etc. ● Good computer literacy in MS Word, MS Excel and organisational skills ● Good interpersonal and communication skills ● Skills in filing and telephone etiquette.

DUTIES
:
Render an effective administrative service, according to the departmental regulations, to all employees in the section/office by promoting and applying standards to obtain continual improvement in the handling of all administration ● Supporting an office with a sound professional service in the typing of documents and operating applicable computer programs (record keeping, budgeting, etc) ● Handle external and internal enquires ● Supply chain management, financial administration and handling invoices and facilitate process for payments ● Ordering of stationery, control over the store, conducting inventory control and issuing of stock items ● Transport and all related matters/log sheets, certify that transport and S & T claims are correct ● Executing, co-ordinating and controlling all the administrative procedures in the office such as the updating and maintenance of the filling system, the posting of letters and documents etc. ● Rendering a professional service to the clients outside the department and the officials by operating the telephone network dealing with appointments and messages ● Assisting the Head of Office in the management of finances in the office such as general procurement, budgeting, stamps and postage, telephone usage etc. Receiving, issuing, control and distribution of stock, receiving and disbursing money for the state in accordance with applicable financial regulations regarding: the weed scheme, stamps and postage, telephone usage, MSMA etc. ● Perform general administrative tasks in accordance with regulatory framework and guidelines relating to general office.

ENQUIRES
:
Ms. E. Z. Linda, Tel. No. 013-755-1420

POST 36/11
:
SENIOR ACCOUNTING CLERK (REF 409/2007)


Directorate: Finance

SALARY
:
R58 290 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with Accounting as a passed subject.  (Accounting as a passed subject towards obtainment of a degree or diploma will also be acceptable.) ● Computer literacy (Excel spreadsheet) ● Knowledge and experience of PERSAL and BAS ● Good interpersonal and communication skills ● Problem-solving skills, ability to meet deadlines and to accept responsibility ● Candidates must have practical experience in the duties listed below.

DUTIES
:
Capturing PERSAL transactions ● Administrate, reconcile and maintain ledger accounts of inter-departmental claims etc. ● Distribution of salary advices and salary reports as well as subsequent follow-up work ● Reconciliations of salary records ● Administration of Garnish orders and distribution of monthly statements ● Payment of periodical workers and fuel claims pertaining to subsidized vehicles ● Administration of leave without pay ● Handling of salary enquiries.

ENQUIRES
:
Ms. A. Willms, Tel. No. 012-319-6929

POST 36/12
:
FARM AID (REF 400/2007)



Directorate: Genetic Resources
SALARY
:
R 43 245 per annum

CENTRE
:
Roodeplaat 

REQUIREMENTS
:
Abet level 1. Sufficient and appropriate experience ● Prepared to render services on weekends and public holidays when the need arises.
DUTIES
:
Assist with the preparation and establishment of trials ● Maintenance of trials and harvesting of crops ● Perform advanced farm activities including usage of power tools ● General maintenance of farm equipment and working area ● Application of pesticides and herbicides ● Assist with securing of trails and property.

ENQUIRIES
:
Mr. B.M. Maroga, Tel. No. 082 656 3689/90/91

ANNEXURE B
DEPARTMENT OF DEFENCE

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

NOTE
:
Applications must be submitted on the prescribed form Z83 (obtainable from any Public Service Department office), which must be originally signed and dated by the applicant and which must be accompanied by a detailed CV and certified copies of original educational qualification certificates and ID document. Failure to comply with the above instructions will result in applications being disqualified. Applicants applying for more than one post must submit a separate form Z83 (as well as the documentation mentioned above) in respect of each post being applied for. If an applicant wishes to withdraw an application it must be done in writing. Should an application be received where an applicant applies for more than one post on the same applications form, the application will only be considered for the first post indicated on the application and not for any of the other posts. Under no circumstances will photostat copies or faxed copies of application documents be accepted. In filling vacant posts the objectives of section 195 (1) (I) of the Constitution of SA, 1996 (Act 108 of 1996) must be adhered to. The staffing policy of the Department of Defence (ie C PERS/DODI 8/99) and content of letter HR SUP CEN/(PSAP)/R/102/1/4/ dd 01 Aug 02 must be taken into account.

OTHER POSTS

POST 36/13
:
SENIOR SECRETARY GR III

SALARY
:
R85 362 per annum

CENTRE
:
SA Air Force, Air Command, CDFDS), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (MS Word, Presentations and Excel). Organising-, interpersonal relationships and typing skills. Must be able to obtain a secret security clearance within a year. 

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Keep the Senior Manager’s directory. Deal with classified files and documents. Organise social functions.  Arrange for visitors authorization and parking. 
ENQUIRIES
:
Ms E. Vermaak, Tel (012) 312 2179/2699

APPLICATIONS
:
Department of Defence, SA Air Force, Air Command, Private Bag X199, Pretoria, 0001

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/14
:
SENIOR SECRETARY GR II



The post is advertised in the DOD only. Applicants who are not employed in the DOD will not be considered for the post

SALARY
:
R68 955 per annum

CENTRE
:
Training Command (South African National War College), Pretoria.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (MS Word, Presentations and Excel). Communication efficiency (verbal and written) in English. Ability to work independently. Organising. Problem solving and analytical thinking. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims.  Handle petty cash payment.  Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationary. Keep the Senior Manager’s directory. Organise social functions. Deal with classified files and documents. Scan the newspaper and collect important clippings for OC.  Organise social functions.  Arrange for visitors authorization and parking. Act as receptionist for the GOC. Render an office support and administration function. 

ENQUIRIES
:
WO1 L.R. Stone, Tel: (012) 392 3318

APPLICATIONS
:
Department of Defence, South African National War College, 186 Struben Street, Pretoria, 0001

CLOSING DATE
:
8 October 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/15
:
SENIOR SECRETARY GR II



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

SALARY
:
R68 955 per annum

CENTRE
:
Director Labour and Service Relations, Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements/skills needed: Computer literate-, organising-, interpersonal relationships-, problem solving- and typing. Have detailed knowledge of the operation/utilisation of specific software packages. The successful candidate must be able to obtain a Confidential security clearance within one year after appointment.

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims. Handle petty cash payment. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationary. Keep the Senior Manager’s directory. Organise social functions. Deal with classified files documents. Scan the newspaper and collect important clippings for OC. Organise social functions. Arrange for visitor’s authorization and parking.

ENQUIRIES
:
Mr M.P. Zwane, Tel: (012) 355 5075

APPLICATIONS
:
Department of Defence, Director Labour and Service Relations, Private Bag X910, Pretoria, 0001

CLOSING DATE
:
8 October 2007 (Applications received after the closing date and faxed applications will not be considered).

POST 36/16
:
SENIOR SECRETARY GR I

SALARY
:
R58 290 per annum

CENTRE
:
SA Air Force, Air Command, (BACS), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (MS Word, Power Point and Excel). Organising-, interpersonal relationships and typing skills. Must be able to obtain a secret security clearance within a year. 

DUTIES
:
Type routine notes, memo’s, letters and reports. Ability to use word processing and spreadsheet software. Issue receipts for payments. Handle petty cash payments. Arrange meetings with middle managers. Order and purchasing of stationary. Handle enquiries to satisfy clients.

ENQUIRIES
:
Ms E. Vermaak, Tel (012) 312 2179/2699

APPLICATIONS
:
Department of Defence, SA Air Force, Air Command, Private Bag X199, Pretoria, 0001

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/17
:
SECRETARY

SALARY
:
R49 665 per annum

CENTRE
:
SA Air Force, SAAF Museum, Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (MS Word, Power Point and Excel). Organising-, interpersonal relationships and typing skills. Must be able to obtain a secret security clearance within a year. 

DUTIES
:
Type routine notes, memo’s, letters and reports. Ability to use word processing and spreadsheet software. Issue receipts for payments. Handle petty cash payments. Arrange meetings with middle managers. Order and purchasing of stationary. Handle enquiries to satisfy clients.

APPLICATIONS
:
Department of Defence, SA Air Force, Air Command, Private Bag X199, Pretoria, 0001

ENQUIRIES
:
Ms E. Vermaak, Tel (012) 312 2179/2699

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/18
:
SECRETARY

SALARY
:
R49 665 per annum

CENTRE
:
SA Air Force, 19 Squadron, Hoedspruit

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (MS Word, Power Point and Excel). Organising-, interpersonal relationships and typing skills. Must be able to obtain a confidential security clearance within a year

DUTIES
:
Type routine notes, memo’s, letters and reports. Ability to use word processing and spreadsheet software. Issue receipts for payments. Handle petty cash payments. Arrange meetings with middle managers. Order and purchasing of stationary. Handle enquiries to satisfy clients.

ENQUIRIES
:
Ms J.R. Mapaila, Tel: (015) 799 2387

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Hoedspruit, Private Bag X504, Hoedspruit, 1380

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/19
:
CLEANER II (6 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Hoedspruit.

REQUIREMENTS
:
ABET (L 1 - 3) Special requirements (skills needed): Communication- and interpersonal relation skills

DUTIES
:
Clean official accommodation, offices, lounges, bars, vehicles, dining halls and TV rooms which include the mopping of floors and the washing of windows. Clean drains and ablution facilities Execute all ad hoc cleaning tasks as issued by order. 
ENQUIRIES
:
Ms J.R. Mapaila, Tel: (015) 799 2387

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Hoedspruit, Private Bag X504, Hoedspruit, 1380

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/20
:
GROUNDSMAN II (6 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Hoedspruit.

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Maintain gardens, prune trees, fertilise lawns and gardens. Ensure safety awareness with the use of all equipment on all tasks. Daily removal of garden refuge and upkeep and maintenance of the selected gardens.

ENQUIRIES
:
Ms J.R. Mapaila, Tel: (015) 799 2387

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Hoedspruit, Private Bag X504, Hoedspruit, 1380

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/21
:
CLEANER II (10 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Makhado.

REQUIREMENTS
:
ABET (L 1 - 3) Special requirements (skills needed): Communication- and interpersonal relation skills

DUTIES
:
Clean official accommodation, offices, lounges, bars, vehicles, dining halls and TV rooms which include the mopping of floors and the washing of windows. Clean drains and ablution facilities Execute all ad hoc cleaning tasks as issued by order. 
ENQUIRIES
:
WO2 T.A. Matshisevhe, Tel: (015) 577 2014

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Makhado, Private Bag X2010, Makhado, 0920

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/22
:
GROUNDSMAN II (5 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Makhado

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Maintain gardens, prune trees, fertilise lawns and gardens. Ensure safety awareness with the use of all equipment on all tasks. Daily removal of garden refuge and upkeep and maintenance of the selected gardens.

ENQUIRIES
:
WO2 T.A. Matshisevhe, Tel: (015) 577 2014

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Makhado, Private Bag X2010, Makhado, 0920

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/23
:
GENERAL STORES ASSISTANT II (4X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Makhado

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Collect stock from Transit. Binning and issue stock. Deliver and collect spares/items. Maintain shelf life register for shelf life items. Ensure effective house keeping of stores in compliance with prescribed safety measures. 

ENQUIRIES
:
WO2 T.A. Matshisevhe, Tel: (015) 577 2014

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Makhado, Private Bag X2010, Makhado, 0920

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/24
:
GROUNDSMAN II (4 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Overberg, Bredasdorp

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Maintain gardens, prune trees, fertilise lawns and gardens. Ensure safety awareness with the use of all equipment on all tasks. Daily removal of garden refuge and upkeep and maintenance of the selected gardens.

ENQUIRIES
:
WO2 E. Hill, Tel (028) 425 4035

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Overberg, Private Bag X14, Bredasdorp, 7280

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/25
:
TRADESMAN AID II (3X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Overberg, Bredasdorp

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Assist with cut, assembling and weld projects. Prepare completed projects for spray painting. Assist artisans by handling tools and materials. Clean and ensure returning of tools to toolboxes. Assist with call out mechanical repairs to 80 buildings and 81 houses eg: gates, garage doors, plumbing, tiling, painting etc. Assist with vehicle repairs, stripping and panel beating. Carry out cleaning of work areas and dangerous machines when switched off.
ENQUIRIES
:
WO2 E. Hill, Tel (028) 425 4035

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Overberg, Private Bag X14, Bredasdorp, 7280

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/26
:
NATURE CONSERVATION ASSISTANT II (3X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Overberg, Bredasdorp

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Assist with fauna management, which include the eradication of invader plant species. Nursery management. Assist with fauna and flora research projects. Manage fire breaks. Assist with recycle projects. Manage sections housekeeping.

ENQUIRIES
:
WO2 E. Hill, Tel (028) 425 4035

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Overberg, Private Bag X14, Bredasdorp, 7280

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/27
:
CLEANER II (13 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Waterkloof

REQUIREMENTS
:
ABET (L 1 - 3) Special requirements (skills needed): Communication- and interpersonal relation skills. 

DUTIES
:
Clean official accommodation, offices, lounges, bars, vehicles, dining halls and TV rooms which include the mopping of floors and the washing of windows. Clean drains and ablution facilities Execute all ad hoc cleaning tasks as issued by order. 

ENQUIRIES
:
F/Sgt F.F. Leepo, Tel: (012) 672 3248

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Waterkloof, Private Bag X1001, Lyttelton, 0140

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/28
:
GROUNDSMAN II (10 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Waterkloof

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication-, inter personal skills and must be physically healthy. 

DUTIES
:
Maintain gardens, prune trees, fertilise lawns and gardens. Ensure safety awareness with the use of all equipment on all tasks. Daily removal of garden refuge and upkeep and maintenance of the selected gardens.

ENQUIRIES
:
F/Sgt F.F. Leepo, Tel: (012) 672 3248

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Waterkloof, Private Bag X1001, Lyttelton, 0140

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/29
:
FOOD SERVICE AID II (8 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Waterkloof

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication- and inter personal skills. 

DUTIES
:
Prepare and serve meals. Clean Mess and kitchen according to policy and procedures. Keep a high standard of hygiene in all daily tasks. Assist colleagues with tasks. 

ENQUIRIES
:
F/Sgt F.F. Leepo, Tel: (012) 672 3248

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Waterkloof, Private Bag X1001, Lyttelton, 0140

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/30
:
FOOD SERVICE AID II (4 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, 68 Air School

REQUIREMENTS
:
ABET (L 1 – 3) Special requirements (skills needed): Communication- and inter personal skills. 

DUTIES
:
Prepare and serve meals. Clean Mess and kitchen according to policy and procedures. Keep a high standard of hygiene in all daily tasks. Assist colleagues with tasks. 

ENQUIRIES
:
WO2 P.C. Fourie, Tel: (012) 672 5048

APPLICATIONS
:
Department of Defence, SA Air Force, 68 Air School, PO Box 15088, Lyttelton, 0140

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/31
:
CLEANER II (10 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, Mobile Deployment Wing.

REQUIREMENTS
:
ABET (L 1 - 3) Special requirements (skills needed): Communication- and interpersonal relation skills. 

DUTIES
:
Clean official accommodation, offices, lounges, bars, vehicles, dining halls and TV rooms which include the mopping of floors and the washing of windows. Clean drains and ablution facilities Execute all ad hoc cleaning tasks as issued by order. 

ENQUIRIES
:
F/Sgt L. van deb Berg, Tel (012) 351 2663

APPLICATIONS
:
Department of Defence, SA Air Force, Mobile Deployment Wing, Private Bag X05, Vahalla, 0137

CLOSING DATE
:
14 September 2007 (Applications received after the closing date and faxed copies will not be considered).

POST 36/32
:
OPRATOR (2X POSTS)



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

SALARY
:
R43 245 per annum

CENTRE
:
Training Command (South African National War College), Pretoria.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Working knowledge of reproduction equipment, processes and working experience in a media centre will be a recommendation. Special requirements (skills needed): Communication-, problem solving-, interpersonal relationship-, numerical- and literacy skills. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Execute the printing and duplicating function of SANWC. Operates the photocopier and bindery equipment. Change toner and ink cartridges as required. Document monthly usage. Clean and prepare machines to reproduction. Operate machines such as collating and folding. Maintain machines and working area. Perform other clerical work related to the section.

ENQUIRIES
:
WO1 L.R. Stone, Tel: (012) 392 3318

APPLICATIONS
:
Department of Defence, South African National War College, 186 Struben Street, Pretoria, 0001

CLOSING DATE
:
8 October 2007 (Applications received after the closing date and faxed copies will not be considered).

ANNEXURE C
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

The National Department of Environmental Affairs and Tourism is an equal opportunity, affirmative action employer. It is our intention to promote representivity (race, gender and disability) in the Department through the filling of this post and candidates whose appointment /promotion/transfer will promote representivity will receive preference.
NOTE
:
Applications must be submitted on form Z83 and should be accompanied by certified copies of qualifications as well as a comprehensive CV in order to be considered, It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POSTS

POST 36/33
:
SENIOR STATE ACCOUNTANT: FINANCIAL PLANNING (AP 548/2007)

SALARY
:
R132 054 per annum (Total package of R 190 466 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
A three-year relevant Bachelor’s degree/ diploma in finance or grade 12 certificate plus extensive relevant experience in finance. Knowledge and experience in Government Budget procedures, Basic Accounting System (BAS), Public Finance Management Act (PFMA) Treasury Regulations. Computer literacy (Excel, Ms Word and PowerPont) Good communication and interpersonal skills (both written and verbal). Good organising and planning skills.

DUTIES
:
The successful candidate will perform the following tasks: Maintain personnel establishment on BAS. Compilation and submission of report on Personnel Expenditure to Management. Budget control. Expenditure control and Financial Management of Donor funded projects. Monthly reporting on expenditure. Render support in compiling the Medium Term Expenditure Framework and the Annual Financial Statements. Assist with queries pertaining to BAS transaction and allocations.

ENQUIRIES
:
Mrs A Van Vuuren Tel (012) 310-3434
APPLICATIONS
:
to the Director-General, Department of Environmental Affairs and Tourism, Private Bag x 447, Pretoria, 0001.

FOR ATTENTION
:
Ms N Sebola

CLOSING DATE
:
25 September 2007
POST 36/34
:
SENIOR ADMINISTRATIVE OFFICER: LARGE CRUSTACEANS FISHERIES MANAGEMENT (MCM 58/2007)



Branch: Marine And Coastal Management

SALARY
:
132 054 per annum (Total package: R 190 466 conditions apply)
CENTRE
:
Cape Town
REQUIREMENTS
:
An appropriate recognised degree in Administration / Economics or a relevant qualification with majors in Natural Resource Management or equivalent qualifications. Relevant working experience as well as experience in the supervision of staff and the knowledge of the marine resources, basic knowledge of Financial Management and Supply Chain management. Good interpersonal, supervisory, administration, communication, decision-making, problem solving and organising skills are essential. Computer literacy with knowledge of MS Office (Excel, Word, Power Point), Group Wise and Internet is a strong requirement. Good understanding of public service systems and procedures. Possession of a valid driver’s licence will be an added advantage. Added advantages include: Knowledge of the Marine Living Resources Act, 1998 (Act no. 18 of 1998), the Regulations promulgated there-under and departmental policies with special reference to commercial fishing rights.

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

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

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

FOR ATTENTION
:
Integrated HR Registry
CLOSING DATE
:
14 September 2007
POST 36/35
:
ADMINISTRATIVE OFFICER: QUALITY MANAGEMENT (AP 547/2007)

SALARY
:
R 106 335 per annum (Total package of R 159 260 per annum/conditions apply)

CENTRE
:
Pretoria
REQUIREMENTS
:
A three year tertiary qualification in office administration or public management or equivalent. Experience in a financial and provisioning environment, project management and an administrative system is a requirement. Knowledge of the LOGIS will be an added advantage. The following skills base is essential: writing skills, computer literacy, sound interpersonal relation, good communication and organisational skills. 

DUTIES
:
The successful candidate will be required to provide administrative support to the Directorate: Quality Management in the performance of the following roles: Handling travelling arrangements; administration of claims and payments and procure goods and services in accordance with Supply Chain Management Policies for the directorate including the staff based in the municipalities. Assist with the logistical arrangements for the directorate meetings, including workshops, seminars and briefing sessions for various stakeholders. The incumbent will also be required to maintain and oversee the filling system for the directorate and the Specialists concerned to ensure that it meets the requirements. Provide support to the Specialists in relation to the evaluation of business plans and quality assurance processes.

ENQUIRIES
:
Ms A Mistri (012) 310-3619

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

FOR ATTENTION
:
Ms N Sebola

CLOSING DATE
:
14 September 2007

ANNEXURE D
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. 

NOTE
:
Applications should be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by a CV (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. 

OTHER POSTS

POST 36/36
:
PRINCIPAL DATA TECHNOLOGIST


Cluster: Financial Management. Directorate: Information Communication Technology.

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

CENTRE
:
Pretoria.  

REQUIREMENTS
:
An appropriate three year tertiary qualification in Information Communication Technology or Master Certified System Engineer (MCSE)/Master Certified Novell Engineer (MCNE) *At least six years applicable experience spanning the full Information Technology spectrum *Proven track record of IT project management in the areas of database planning, deployment and management *Experience in wide and local area network planning and deployment of systems *Experience in system’s integration among multiple platforms *Two years experience in business analysis *Good interpersonal relations *Good communication skills (written and verbal) *Capability to lead (technical) projects utilising new and old technology *Valid code 08 (Code B) driver’s licence.

DUTIES
:
*Manage projects spanning multiple IT disciplines *Structure organisations *Develop organisational processes *Optimise work methods *Define business processes and identify enabling technologies as per client requirements *Formulate approaches to achieve desired business results *Analyse information on organisational requirements to fit systems *Solicit client requirements through interviews and workshops *Use industry analysis techniques such as data flow modelling *Use-case analysis, data modelling and workflow analysis *Mentorship *Contribute to Enterprise Architecture *Participate in systems requirements definitions, testing, training, implementation and support *Consult with clients on critical business problems *Maintain full knowledge of National Department of Health (NDOH) business development technologies *Develop and facilitate strategic planning sessions *Ensure technologies are aligned with business strategies *Advise on options, risks, costs vs. benefits and impact on business processes and system(s) priorities *Co-ordinate multi-system solutions to clarify interdependencies.  

ENQUIRIES
:
For further information regarding the post, please contact  Mr R O Sekati at tel (012) 312-0874

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

POST 36/37
:
SENIOR DATA TECHNOLOGIST


Cluster: Financial Management. Directorate: Information Communication Technology

SALARY
:
R196 815 per annum (plus competitive benefits)  

CENTRE
:
Pretoria

REQUIREMENTS
:
*An appropriate three year tertiary qualification in Information Technology or Master Certified System Engineer (MCSE)/Master Certified Novell Engineer (MCNE) with at least three years experience in database administration, database development, administration and management *Knowledge and experience of Oracle, Unix, SQL and Postgress/ MySQL *Knowledge and experience of TCP/IP protocols *Strong leadership potential *Good interpersonal relations *Good communication skills (written and verbal) *Presentations, meetings and person-to-person encounters *Valid code 08 (Code B) driver’s licence.

DUTIES
:
Establish the needs of users *Plan dataflow for a new or revised database *Map out the ‘conceptual design’ for a planned database in outline *Consider both ‘back end’ organisation of data and ‘front end’ accessibility for end users *Refine ‘logistical design’ so that it can be translated into a specific data model *Refine the ‘physical design’ to meet system storage requirements *Test new systems *Maintain data standards, including adherence to the Data Protection Act *Write database documentation, including data standards, procedures and definitions for the data dictionary (‘Metadata’) *Control access permissions and privileges *Train users *Meet user access requirements and resolve their problems *Ensure that storage, archiving, backups and recovery procedures are functioning correctly *Capacity planning *Work closely with IT managers, database programmers and Web Developers *Provide technical support for outdated ‘legacy’ system *Communicate regularly with technical, applications and operational staff to ensure the database integrity and security *Commission and install new applications.

ENQUIRIES
:
For further information regarding the post, please contact  Mr R O Sekati at tel (012) 312-0874

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

POST 36/38
:
ASSISTANT DIRECTOR: GENDER FOCAL POINT


Cluster: Gender Focal Point, Human Rights and Ethics

SALARY
:
R157 686 per annum (plus competitive benefits)

CENTRE
:
Pretoria.

REQUIREMENTS
:
A three-year degree in Social Sciences or equivalent 
qualification. Three or more years experience in project and financial management. Extensive knowledge of the Public Finance Management Act (PFMA) and related financial management systems. Knowledge in gender and health issues. Experience in the field of gender, gender mainstreaming and analysis. Experience in gender advocacy and training. Good communication skills (verbal and written). Computer literacy. A valid code 08 (Code B) driver’s licence.

DUTIES
:
*Conduct training and facilitate presentations to personnel in the national Department of Health *Coordinate and facilitate training on gender sensitivity for all staff within the national Department of Health *Establish, coordinate and facilitate advocacy programmes (campaigns) on gender issues *Establish mechanisms to liaise with civil society and facilitate interaction with relevant sectoral organisations on gender issues *Ensure that staff, in the development of policies, programme and projects, routinely considers gender issues *Develop a Department of Health gender management information system *Develop and maintain database of all stakeholders and associated institutions *Conduct Public Health Sector specific analysis on gender disparities, to ensure a comprehensive sector plan *Monitor and evaluate departmental projects and programmes to assess whether they are consistent with Gender Policy Guidelines *Assist with overall operational management of the Directorate.

ENQUIRIES
:
Ms Cynthia Nhlapo at tel. (012) 312 0891. 

CLOSING DATE
:
1 October 2007 (Applications received after the closing date will not be considered)

POST 36/39
:
RADIATION CONTROL OFFICER


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



(This is a re-advertisement, candidates who previously applied for this post (Ref.30153 & PSC.16/21), must re-apply if they are still interested).

SALARY
:
R157 686 per annum (plus competitive benefits) 

CENTRE
:
Durban

REQUIREMENTS
:
A recognised degree/diploma in Diagnostic Radiography and one of the following: Nuclear Medicine or Radiotherapy. At least five years experience in Diagnostic Radiography, Experience in handling of radionuclides will be an added advantage. Good communication (written and verbal) and interpersonal skills. A valid code 08 (Code B) driver’s licence. (Males are encouraged to apply. The job is physically demanding).

DUTIES
:
Primary duty is to carry out inspections to ensure that safety standards and regulations concerning radiation sources (x-rays and radioactive nuclides) are adhered to *Inspections to be carried out in remote areas requiring official to be away from home for extended periods (up to 2 weeks at a time) *Technical support to users and distributors of radiation sources *In-service training of radiation workers where specific needs are identified *Investigation of radiation incidents. 

ENQUIRIES
:
For further information regarding the post, please contact Ms S Nel tel. (021) 957 7453. 

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

POST 36/40
:
ASSISTANT DIRECTOR: HEALTH RESEARCH


(This is a re-advertisement, candidates who previously applied for this post (Ref.88929 & PSC.45/18), must re-apply if they are still interested). 

SALARY
:
R157 686 per annum (plus competitive benefits)

CENTRE
 :
Cluster: Health Information, Evaluation and Research: Directorate Health Research, Pretoria.
REQUIREMENTS
:
A  four-year degree in Health Sciences or equivalent qualification in Public Health or Social Sciences. Experience in Research Ethics. Good supervisory skills. Management of health research surveys. Good communication skills (written and verbal). Computer literacy. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Coordination and management of Health Research Ethics activities *Establish and manage Research Ethics databases *Coordinate and manage activities of the National Health Research Ethics Council including registration of Research Ethics Committees and all related activities *Support the activities of the Provincial research  ethics committees *Liaise with all Research Ethics Committees in the Academic and Private Sector *Writing of reports and publications on ethics and research.

ENQUIRIES
:
For further information regarding the post,  please contact Ms M Ratsaka-Mothokoa at tel. (012)3120960 

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

POST 36/41
:
SENIOR ADMINISTRATIVE OFFICER (2 POSTS)


Cluster: International Health Liaison. Directorate: Development Co-operation



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).

SALARY
:
R132 054 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*An appropriate three year Bachelor’s degree/diploma or equivalent qualification or a Senior Certificate (Grade 12) with five (5) years relevant experience in International Relations *Knowledge and experience in Human Resources or Public Administration *Experience in Financial Management *Appropriate knowledge and experience in general public administration, office management and Procurement systems *Good interpersonal relations *Good communication skills (written and verbal)  *Good organisational and liaison skills *Computer literacy (MS Word, Excel, PowerPoint) *Supervisory skills *Valid code 08 (Code B) driver’s licence will be an added advantage.

DUTIES
:
*Perform general administrative functions in the Directorate *Assist with budget *Facilitate the processing of subsistence and travel advances and claims *Oversee all provisioning and procurement for the unit  *Co-ordinate human resources activities (leave, training, personnel evaluations) *Assist with the organisation of workshops, seminars and meetings *Liaise with service providers *Facilitate the processing of payments *Write submissions for expenditure approvals *Assist with procurement process *Responsible for Logis request and follow up with service providers *Responsible for record keeping of Cluster meetings *Draft memoranda, letters and submissions to stakeholders *Provide administrative guidelines and training support  to the Cluster and personnel *Develop and train administrative support staff *Supervision of administrative personnel in the Cluster *Provide protocol service for incoming and outgoing trips. 

ENQUIRIES
:
Mr Albert Mmbidi at tel (012) 312-0500. 

CLOSING DATE
:
1 October 2007 (Applications received after the closing date will not be considered).
POST 36/42
:
ADMINISTRATIVE OFFICER


Cluster: Maternal, Child and Women’s Health and Nutrition. Directorate: Child and Youth Health



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).
SALARY
:
R106 335 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*An appropriate three year Bachelor’s degree or equivalent qualification or a Senior Certificate (Grade 12) with five (5) years relevant experience in general administration, human resources, financial management (including compiling and management of budget) and procurement *Knowledge and experience in office and provisioning administration *Knowledge of the Public Service Act, Public Finance Management Act, Treasury Regulations, Financial Management System, Transport Circulars and Delegations *Computer literacy (MS Word, Excel, PowerPoint, Group Wise and LOGIS) *Good interpersonal relations *Good communication skills (written and verbal) *Good organisational skills *Ability to work in a team *Valid code 08 (Code B) driver’s licence.

DUTIES
:
*Provide administrative support to the Sub-directorate, including budget planning for the Inter Country Certification Committee (ICCC), National Certification Committee (NCC), National Task Force (NTF), National Polio Expert Committee (NPEC) and National Advisory Group on Immunisation (NAGI) meetings *Arrange meetings, finalise submissions /letters and finalise and distribute minutes for the said meetings *Communicate with WHO on behalf of the Certification Monitors regarding organising meetings and arranging travel authorisations *Communicate with UNICEF on matters arising *Complete advances, subsistence and travel claims *Assist with post advertisements and interview arrangements *Provisioning administration for the Sub-directorate *Prepare travel advances and subsistence claims *Make travel and accommodation arrangements *Capture, purchase and invoice equipment and services rendered on the LOGIS system *Assist with Senior Administrative Officer’s duties when requested. 

ENQUIRIES
:
Mr J M van den Heever at tel (012) 312-3174. 

CLOSING DATE
:
8 October 2007 (Applications received after the closing date will not be considered)

POST 36/43
:
ADMINISTRATIVE OFFICER


Cluster: Maternal, Child and Women’s Health and Nutrition. Directorate: Women’s Health and Genetics



(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).

SALARY
:
R106 335 per annum (plus competitive benefits)  

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate three year Bachelor’s degree or equivalent qualification or a Senior Certificate (Grade 12) with three (3) years relevant experience in general administration *Knowledge and experience in office administration, financial management and provisioning administration procedures *Computer literacy (MS Word, Excel, PowerPoint) *Good interpersonal relations *Good communication skills (written and verbal) *Good liaison, planning and organisational skills *Ability to work in a team *Valid code 08 (Code B) driver’s licence.

DUTIES
:
*Perform general office administration duties 
*Compile letters, memoranda, submissions, reports and minutes *Financial administration and assist with the Medium Term Expenditure Framework (MTEF) *Arrange and co-ordinate meetings and workshops *Communicate with all stakeholders at national and provincial level *Maintain a filing system for the sub-directorate *Edit all documents sent to the Director /Cluster Manager/Deputy Director-General/Director-General/Minister *Keep track of all incoming work and ensure that deadlines are met *Personnel and provisioning administration *Photocopy and fax documents. 

ENQUIRIES
:
For further information regarding the post,  please contact Ms M Masasa at tel (012) 312-3232. 

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

POST 36/44
:
ADMINISTRATIVE OFFICER


Cluster: Maternal, Child and Women’s Health and Nutrition. Directorate: Child and Youth Health



(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).

SALARY
:
R106 335 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*An appropriate three year Bachelor’s degree or equivalent qualification or a Senior Certificate (Grade 12) with five (5) years relevant experience in general administration, human resources, financial management (including compiling and management of budget) and procurement *Knowledge and experience in office and provisioning administration *Knowledge of the Public Service Act, Public Finance Management Act, Treasury Regulations, Financial Management System, Standard Tender Procedures, Transport Circulars and Delegations *Computer literacy (MS Word, Excel, PowerPoint, Group Wise and LOGIS) *Good interpersonal relations *Good communication skills (written and verbal) *Good organisational skills *Ability to work in a team *Valid code 08 (Code B) driver’s licence will be an added advantage. 

DUTIES
:
*Provide administrative support to the Sub-directorate: Child Health *Prepare travel advances as well as subsistence claims and make travel and accommodation arrangements *Compile and manage the budget and provisioning administration for the Sub-directorate: Child Health *Capture, purchase and invoice equipment and services rendered on the LOGIS system *Maintain a good filing system *Arrange meetings, take and distribute minutes for internal and external meetings/workshops /conferences *Prepare and distribute information and handouts for meetings/workshops/conferences /seminars *Ensure the effective and efficient operational functioning of the Sub-directorate: Child Health *Manage documents, trace submissions, keep track of all incoming work and ensure that deadlines are met *Assist with Senior Administrative Officer’s duties when requested. 

ENQUIRIES
:
Ms S Ngake at tel (012) 312-0094

CLOSING DATE
:
1 October 2007 (Applications received after the closing date will not be considered)

POST 36/45
:
SENIOR ACCOUNTING CLERK GRADE III


Cluster: Financial Management. Directorate: Financial Management



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)

SALARY
:
R85 362 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*Senior Certificate (Grade 12) with accounting as a passed subject or equivalent qualification *Four (4) years practical experience in a government financial environment *Knowledge of the Public Finance Management Act (PFMA), Treasury Regulations, other relevant public service prescripts and internal prescripts *An understanding of financial accounting processes and procedures and internal control systems *Working knowledge of Basic Accounting System (BAS) functions on bookkeeping in a government environment *Knowledge of government systems, Basic Accounting System (BAS) and PERSAL *Computer literacy, especially on MS Word and Excel *Sound interpersonal relations *Good communication skills (written and verbal) *Sound analytical, planning, organisational, problem solving and financial accounting skills *Valid code 08 (Code B) driver’s licence will be an added advantage.

DUTIES
:
*Check and mark off of  week lists *Compile bank reconciliation after the closure of an accounting month *Clear warrant vouchers exceeding R2000.00 issued by the Department *Clearing of BAS exception accounts from the weeklist and allocate it to the correct allocation *Capture and resubmit unpaid transactions (TS 70) *Process Foreign payments via National Treasury *Clearing of the dishonoured cheques account.  

ENQUIRIES
:
Ms N J Mahlangu (012) 312-0652. 

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

POST 36/46
:
SENIOR ACCOUNTING CLERK GRADE II


Cluster: Financial Management. Directorate: Financial Management



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).

SALARY
:
R68 955 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*Senior Certificate (Grade 12) with accounting as a passed subject or equivalent qualification *Two (2) years practical experience in a government financial environment *Knowledge of the Public Finance Management Act (PFMA), Treasury Regulations, other relevant public service prescripts and internal prescripts *Knowledge of government systems, Basic Accounting System (BAS) and PERSAL *An understanding of financial accounting processes and procedures and internal control systems *Computer literacy *Sound interpersonal relations *Good communication skills (written and verbal) *Sound analytical, planning, organisational, problem solving and financial accounting skills *Valid code 08 (Code B) driver’s licence will be an added advantage.

DUTIES
:
*Confirm the overall correctness of debts to be taken on, correctly complete debt take-on forms, capture it and ensure that it is supported with proper documentation *Forward debtor statements to debtors on a monthly basis *Follow up outstanding debt monthly *Ensure that debts recovered in instalments are supported with the relevant approval *Ensure that debts not recovered by the department are handed over to the Office of the State Attorney for assistance if the debt is regarded as recoverable *Ensure that requests to deduct debt from a salary are instated without delay *Ensure that debts are identified on debt route forms with service terminations *Refund debtors if there is a credit balance on the BAS report after a thorough investigation is being performed *Prepare submissions for the writing off of irrecoverable debts *Capture entity maintenance forms.  

ENQUIRIES
:
Ms M M Tau at tel (012) 312-0648. 

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

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.

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. 

MANAGEMENT ECHELON

POST 36/47
:
DEPUTY STATE ATTORNEY REF: 07/373/SA
SALARY
:
R502 725 – R541 284 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
State Attorney, Pretoria

REQUIREMENTS
:
A Legal Degree (B.Proc / B.Iuris and LLB); Admission as Attorney with Right of Appearance in the High Court of South Africa; A minimum of five years appropriate legal experience; A thorough knowledge of legal practice, office management and accounting systems and trust accounts; Understanding of the State’s policies and transformation objectives as well as the Constitution of South Africa; A valid driver’s license. Skills and Competencies: Computer literacy; Good communication and interpersonal relations; Strategic planning and organization; Ability to work under pressure.

DUTIES
:
Provide litigation services to the State in the Magistrates Court, High Court, Constitutional Court, Labour Court, CCMA and other tribunals; Furnish Legal Advice and Opinions; Conveyancing and Notarial; Debt Collection; Assist the Supervisor to give effect to Strategic Management Planning; Professional and administrative management of the office; Manage the budget and the Vote and Trust Accounts.

ENQUIRIES
:
Ms L Mautla ( 012 309 1506



Ms M Thomas ( 012 309 1527

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007

OTHER POSTS

POST 36/48
:
SENIOR STATE LAW ADVISER (3 POSTS) REF: 07/366/LCD
SALARY
:
R369 000 – R427 836 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
Rules Board For Courts Of Law, Pretoria

REQUIREMENTS
:
B.Proc or LLB Degree or equivalent qualification; Admission as an Attorney; A minimum of three years experience in civil litigation.  Skills and Competencies: Computer literacy; Legal research and Legal drafting; Creative legal thinking and problem solving skills; Good communication skills (verbal and written); Facilitation and presentation skills; Ability to deal with diverse personalities; Ability to work independently and function as a team when required; Exposure to project management; Preparedness to deal with administration; Resilience and an ability to handle criticism of work.

DUTIES
:
Conduct research into the Rules of Court including comparative research; Draft new rules and amendments to existing rules; Prepare research papers and make representations to the Rules Board and its committees in regard to the proposed amendment of Court Rules or introduction of new rules; Participate in projects to reform the Civil Justice System; Render an administrative support service to the Rules Board; Process approved amendments or new rules; Perform any other related duties as requested.

ENQUIRIES
:
Ms C Hartley ( (012) 320 0493 OR (012) 320 0219

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007
POST 36/49
:
SENIOR STATE LAW ADVISER REF:  07/380/LAS

SALARY
:
R369 000 – R427 836 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
Office Of The Chief State Law Adviser, Cape Town

REQUIREMENTS
:
An appropriate legal qualification; Admission as an Advocate of the High Court or admission as an Attorney with Right of Appearance in the High Court; Substantial post-qualification experience in the legal field; Experience in Constitutional Law and Administrative Law will be advantageous. Skills and Competencies: Must possess appropriate skills, such as:  research, presentation; litigation, mentoring and communication; Computer literacy (MS Office); Ability to work under pressure.

DUTIES
:
Scrutinise and certify Draft Bills of all national departmental with regard to their constitutionality and drafting form and style; Appear before committees of both Houses of Parliament; Write legal opinions for all departments of state in the nation, provincial and local sphere of government and other organs of state; Scrutinise draft international agreements and subordinate legislation; Provide guidance and advice to State Law Advisers;

ENQUIRIES
:
Ms P Mathebula ( (012) 357 8680

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007
POST 36/50
:
CHIEF WORK STUDY OFFICER REF NO. 07/376/HR
SALARY
:
R196 815 – R228 492 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
Diploma in Management Services / Work Study or post matric qualification equivalent to NQF level 5/6 and Certificate in Management Services / Work Study and more than 3 years relevant experience in the field of management services; Extensive Knowledge of the job evaluation system applicable to the Public Service, legislation, regulations, policies, processes and systems, management services techniques, organizational design principles, Batho Pele Revitalisation Strategy and Consulting. Code 08 driver’s license as the candidate will be required to travel extensively. Skills and Competencies: Computer literacy (MS Office); Communication skills (written and verbal); Continuous Improvement; Customer Focus and Responsiveness; Problem Solving; Team participation; Planning and organizing; Project Management.

DUTIES
:
Develop, Manage and maintain sound and effective organizational structures in alignment with the strategic objectives of the Department; Determine, design, improve and reengineer proper business processes, through the utilization of various techniques; Ensure effective and efficient utilization of scarce resources by the Department. Develop Job Profiles and Job Description in line with the Departmental structure; Analyse and grade jobs according to the job evaluation system. Facilitate, develop, implement and maintain norms and standards. Render a business consulting service to the line management of the Department with regard to the service offerings of the Branch i.e. Performance Management, Organizational Development, Learning & Development, Employment Relation and any other matter of service interests; Manage, support and monitor performance of Business Process Improvement personnel. Initiate and conduct research into best business practices, benchmarks and management services approaches. Develop and empower employee skills in the Directorate to capacitate and render best practices.  

ENQUIRIES
:
Dr Moses Lebaka ( 012 315 1196  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007
POST 36/51
:
ASSISTANT DIRECTOR: MISCELLANEOUS PAYMENTS REF NO. 07/375/CFO

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

CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
Bachelor’s Degree in finance or equivalent qualification; Five years experience in finance; Knowledge of financial prescripts used in the Department; Understanding of the PFMA and treasury Regulations; Experience in BAS; Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); General office and project management; Sound financial management skills; Exceptional report writing skills; Good interpersonal relations; Strong analytical and assertiveness skills; Ability to work under pressure and be self-motivated; Accuracy and attention to detail.  

DUTIES
:
Supervise and control Miscellaneous Payment section; Provide training to subordinates; Draft audit responses, memoranda and deal with all related enquiries; Evaluate work performance of subordinates; Ensure adherence to all applicable prescripts and regulations.

ENQUIRIES
:
Ms D Naidoo ( (012) 315 1198 

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007
POST 36/52
:
CHIEF TYPIST REF:  07/378/SA
SALARY
:
R106 335 – R123 456 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Durban 

REQUIREMENTS
:
A Grade 12 or equivalent qualification with typing as a passed subject; Five years’ experience as a typist or secretary; 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 Office); Good interpersonal relations; Accuracy and attention to detail; Good managerial/supervisory and analytical skills.

DUTIES
:
Co-ordinate, distribute and control work flow of the typing/secretarial component as well as assist with secretarial functions as may be required by the office; Provide excellent, reliable and efficient supervision, training and guidance; Manage the allocation of leave (including sick leave) of staff in the typing/secretarial component; Compile and complete in conjunction with management all performance agreements of the component; Assists with short-listing and interviewing of applications for the typing/secretarial component; Conduct typing/computer literacy tests i.r.o job candidates; Arrange meetings and type minutes for management meetings; Perform other functions as may be required. 

ENQUIRIES
:
K Govender ( (031) 365 2513.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR  Physical address: Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
25 September 2007
POST 36/53
:
ADMINISTRATIVE OFFICER: PROJECT OFFICE MANAGEMENT REF 07/377/ISM

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

CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification plus three years relevant experience or Grade 12 plus  ten years relevant experience; Experience in the administration of projects. The following would serve as recommendation: Knowledge of the Public Finance Management Act and Regulations, the Department of Justice and Constitutional Development, Integrated Justice System(IJS), system design, strategic planning and policy formulation; Knowledge of the IT and Project Management terminology; Knowledge of electronic project management. Skills and Competencies: Excellent writing and communication (Good command of English language, both written  & verbal); Problem solving and conflict handling; Ability to execute decisions and provide feedback; Computer literacy(MS Office Suite especially Outlook (Email), extensive experience in (au Fait) MS Excel and MS Project); Analytical thinking and Decision making; Interpersonal relations; Ability to work as part of a team as well as individually and cope under pressure; Ability to work and function in a challenging environment; Proven ability to execute decisions and provide feedback; Initiative and creativity; Commitment to always offering the best quality work; Self motivated, attention to detail and quick learner; Report writing and drafting of documents.

DUTIES
:
Monitor project schedules and track progress manually and electronically; Identify and administer programme risks, issues and interdependencies and maintain electronic registers; Follow-up on issues promptly and escalate timeously with recommendations; Organise and schedule meetings, record the proceedings of such meetings and compile and distribute minutes; Follow-up on decisions taken in meetings with all relevant stakeholders; Perform all tasks within set target dates and deadlines; Electronic documents filing and document management; Liaise between the Program Office and various project teams; Interrogate reports submitted by project teams and highlight inconsistencies; Update information EPM(Enterprise Project Management) tool; Handle general Program Office enquiries promptly and timeously; Generate job-related correspondence.

ENQUIRIES
:
Ms N Kinnear ( 012 315 1427
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR  Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.
CLOSING DATE
:
25 September 2007

POST 36/54
:
SENIOR ACCOUNTING CLERK: BOOKKEEPING REF 07/374/CFO

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

CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
Senior certificate or equivalent qualification; Two years appropriate experience; Knowledge of Basic Accounting System (BAS); Knowledge of Treasury Regulations and Public Finance Management Act (PFMA) will be an advantage. Skills and Competencies: Computer literacy; Good interpersonal skills; Communication skills (verbal and written); Ability to work under pressure and be self-motivated.
DUTIES
:
Electronic payment of accounts on BAS; Compile and capture journals on BAS; Reconcile accounts.

ENQUIRIES
:
Ms P Schloms ( 012 315 1214
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.
CLOSING DATE
:
25 September 2007

POST 36/55
:
SENIOR ACCOUNTING CLERK REF 07/379/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 plus two years experience in a financial environment; Knowledge and experience of Basic Accounting Systems (BAS), Departmental Financial Instruction (DFI) and Public Finance Management Act (PFMA) and control measures; Skills and Competencies: Computer literacy (MS Office); Ability to work under pressure and overtime without remuneration; Good communication (written and verbal)skills; Good interpersonal relations; Innovative and service delivery orientated; Proven organizational, time management and communication skills; Accuracy and attention to detail.

DUTIES
:
Compile payment advices; Capture electronic payments of accounts on BAS; Reconciliation of accounts; Reconciliation of payments with report; Handle enquires both internal and external; Assist with general office duties.

ENQUIRIES
:
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.
CLOSING DATE
:
25 September 2007

ANNEXURE F

DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng / Ms E Lethole
CLOSING DATE
:
21 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 36/56
:
ASSISTANT DIRECTOR: INTERNAL COMMUNICATION
SALARY
:
R157 686 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Post-Matric qualification with relevant experience in Communication. A degree/diploma in Communication Science, Journalism and Public Relations as well as experience in internal liaison communication will be an added advantage PLUS the following key competencies Knowledge of: Understanding of Communication policies in the public sector Communication practices and theories; Management theories and principles Skills: Strong leadership Excellent verbal and written Communication; Organising and Planning; Assist in Policy formulation/ implementation; Exceptional interpersonal skills Communication: Excellent verbal and written Communication; Knowledge of Good presentation Public speaking Creativity: Must be able to do duties without supervision; Must be an Innovative person with fresh ideas; Must be able to initiate projects that will promote internal relations.

DUTIES
: 
Assist in ensuring an effective flow of information through communication strategies to promote positive inter-departmental relations including the regional offices; Organise and manage the arrangements of internal events such as information sessions, year end functions, public service, casual days, and awareness campaign and exhibitions; Assist in drafting of policies pertaining to internal communication; Establish and maintain communication stakeholder relations with our public entities; Manage internal liaison sub-directorate; Ensure the enhancement of the corporate brand image of the department is at both the Head office and in the regional offices; Assist in managing DME intranet.

ENQUIRIES
:
Mr S Kheswa: (012) 317 8518

ANNEXURE G

OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
28 September 2007

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

OTHER POST

POST 36/57
:
PRINCIPAL STATE ADMINISTRATION OFFICER
SALARY
:
R157 686 per annum
CENTRE
:
Western Cape Regional Office

REQUIREMENTS
:
Ideal candidate profile: A relevant recognized three-year degree/diploma or equivalent qualification and proven record in Administration. Verifiable relevant experience and outstanding service delivery record. Commitment to and a proven record in transformation. Sound understanding and commitment to the public service and transformation challenges. Creative, self motivated, result and project-oriented. Assertive, professional and trustworthy. Effective problem-solving and analytical skills at operational level. Effective administrative, organizational, multi-tasking and research skills. Effective communication skills at all levels. Developed working PC skills in MS Office, especially Word and Excel. A valid driver’s license. Preparedness to travel extensively.

DUTIES
:
Assist in: articulating the PSC programmes in the province, setting up and maintaining provincial monitoring and evaluation systems, handling the monitoring and investigation function in matters pertaining to labour relations, service delivery, policy and legislation in the province. Handle provincial administration grievances. Ensure a balance and holistic approach/effort in managing his/her function. Proactively build sound relationships with the key stakeholders.
ENQUIRIES
:
Mr AR Fransman Tel (021) 421 3981

ANNEXURE H

DEPARTMENT OF TRADE AND INDUSTRY

APPLICATIONS
:
Forward your application, quoting the relevant Reference number, to: The Registry Office Department of Trade and Industry, Private Bag X84, Pretoria 0001. Alternatively, e mail your application to recruitment@thedti.gov.za
FOR ATTENTION
:
Central Recruitment Office

CLOSING DATE
:
14 September 2007

NOTE
:
Application must be submitted on Form Z83, obtainable from any department or on http://www.thedti.gov.za and must be accompanied by a comprehensive CV. Failure to submit the Z83 form and the required supporting documents will result in your application not being considered. These appointments are subject to the preferred candidate obtaining the necessary security clearance and competency assessment. Correspondence will be limited to short-listed candidates only. If you have not been contacted within three months of the closing date of the advertisement, please accept that your application had been unsuccessful. This position is subject to the signing of a performance agreement. We are an affirmative action employer. Preference will be given candidates whose appointment will enhance representivity.

OTHE POSTS

POST 36/58
:
DEPUTY DIRECTOR: FACILITATION & RESEARCH (REF: (REF GSSSD/F&CD 003)

SALARY
:
All-inclusive remuneration package: R311 358 per annum

REQUIREMENTS
:
A B Degree with Economics and International Politics/Relations as subject areas. Experience in facilitation. Adult learning methodology understanding. Good verbal and written communication skills. Excellent interpersonal relations and collaborative problem solving skills. Good planning, administrative and organizational skills. Project and contract management skills. Research skills. Strong analytical ability. Valid Code 8 driver’s licence.

DUTIES
:
Co-ordinate the functional learning programmes, conferences, workshops and seminars. Conduct needs analysis. Assist with the conceptualization, design and development of functional skills programmes. Develop and anaylise statistical information for effective evaluation of skills programmes. Disseminate functional skills programme statistical information to dti management in both written and formal presentation format. Provide liaison with internal and external clients and represent the dti at inter-departmental training and development for a. Prepare terms of reference for new functional skills programme projects. Research and benchmark new and improved functional skills programmes, methods and techniques. Administer all agreements/contracts with functional skills programme service providers. Disseminate functional skills programme information. Provide input to the budget of the functional skills programmes. Monitor and evaluate the functional skills programmes. Fulfill the internal monthly reporting requirements. Perform other duties as required.

ENQUIRIES
:
Kgaugelo Maloba, telephone: 012 394 3428

POST 36/59
:
BURSARY CONSULTANT: REF: GSSSD/SKILLS DEV 004



The Chief Directorate: Human Resources & Learning Centre is seeking to employ a Bursary Consultant at the level of Assistant Director to be responsible for the administration of the DTI bursary scheme.

SALARY
:
Commencing salary: R 157 686 per annum All inclusive remuneration package : R221 565 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
A relevant three year Degree or National Diploma and a minimum of 3 years Human Resource experience. Excellent computer skills including Excel (Microsoft Office suite). Knowledge and understanding of the practices and regulations applicable to Public Service Human Resources. Sound communication ability, both verbal and written. Good administrative and organizational skills would be a strong recommendation. Good financial management skills will be an advantage. Creative and innovative thinker. Problem solving ability. Ability to work in a co-ordinated team. Good interpersonal and customer service excellence.

DUTIES
:
The successful candidate will be responsible for the following: Advise on and management of all bursary applications, approvals and payments in the dti and external candidates (including career guidance). Annual review of the bursary and other applicable policies to ensure their strategic alignment. Bursary filing system. Provide OPSCOM with any information required to enable them to make decisions on candidates’ acceptance. Ensure that all details on application forms are supported by correct documents attached. Bursary and international scholarship contract management. Obtain academic results from students annually and verify the correctness. Report to OPSCOM on each division’s budget availability before approval of any application and control overspending. Scholarship administration and reporting. Payment of all bursary amounts. Complete bursary administration. Complete and submit monthly reports to OPSCOM. 

ENQUIRIES
:
Kgaugelo Maloba, telephone: 012 394 3428

ANNEXURE I
DEPARTMENT OF LAND AFFAIRS

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

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

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

OTHER POSTS

POST 36/60
:
ASSISTANT REGISTRAR OF DEEDS (REFERENCE: S8/3/2007/953)


Office of the Registrar of Deeds

SALARY
:
R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised three-year legal qualification from an accredited institution. * Extensive  knowledge and proven ability in the interpretation and application of the Deeds Registries Act, Sectional Titles Act, other Acts, Ordinances, Proclamations, Case Law, Common Law and direc​tives pertaining to Registration of Deeds. * Extensive knowledge of the Deeds Registry registration procedures, including knowledge of data capturing, microfilming and information systems. * Know​ledge of finance, the Deeds trading account, personnel and provisioning administration. *Proven organisational and problem solving abilities.

DUTIES
:
Take charge of/Control the function of the Examination team and/or the Registration subdivision and/or the Data and Micro section and the administrative subdivision. * Manage the examination section or the registration administrative auxiliary service section in the absence of the Deputy Registrar of Deeds. * Manage performance of subordinate. * Give training to subordinates. * Monitor the standards of drafting, examination and registration of deeds and initiate rectifying measures. * Advice subordinates and conveyancers where difficulties are experienced with the drafting, examination and registration of deeds. * Grant hearings to conveyances where appeals are lodged against decision by the subordinates. * Draft reports to court and advice the High Court of the feasibility of a plea regarding registration of deeds. * Comment on Bills and draft directives regarding land registration. * Execute deeds. * Perform any other duty/function as delegated by the Regulation 5 of the Deeds Registries Act.

POST 36/61
:
CHIEF DEEDS CONTROLLER (4 POSTS) (REFERENCE: S8/3/2007/952)


Office of the Registrar of Deeds

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
* 3 Year Legal qualification * Extensive practical knowledge and proven ability in the interpretation  of the Deeds Registries Act, Sectional Titles Act and other Acts, Ordinances, Proclamations, Case Law, Common Law and directive pertaining to registration of deeds. * Extensive experience in various sections of the Deeds Registry will be an added advantage.

DUTIES
:
* The successful candidate will be responsible for examination of deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law as well as accepted practice and procedure in the Deeds Registries act in order to serve legal title. * Raise queries against non compliance with procedure and take out notes that have been compiled with.  * Pass deeds that are acceptable for registration and reject those where valid objections to registration exist. * Supervision and training of subordinates regarding examination of deeds and manage performance of subordinates. * Manage and supervise sections assigned to the incumbent by the Registrar and any other duties imposed by the Registrar in terms of Regulation 5 of the Deeds Registries Act 47 of 1937.

POST 36/62
:
PRINCIPAL DEEDS CONTROLLER (REFERENCE: S8/3/2007/951)



Office of the Registrar of Deeds

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent (Legal qualifications will be an added advantage). * 5 years experience on examination. * Extensive knowledge on examination and proven ability in the interpretation of the Deeds Registries Act, Sectional Titles Act and other Acts, Ordinances, Proclamations, Case Law, Common Law and Chief Registrar’s Circulars are essential. Experience in Deeds Registry.

DUTIES
:
Examination: * The successful candidate will be responsible for examination of deeds in the Deeds Registry. * Linking of deeds and supporting documents. * Endorsing of deeds and com​pletion thereof. * Pencil linking. * Examine drafting of deeds supporting other documents. * Com​plete office fees. * Calculate stamp duty. * Verify information on printout. * Check, indicate and interpret interdicts clearly on printout. * Check, indicate in interpret information contained in flyleaf, township conditions on white cover. * Check general plan. * Check, indicate and interpret all references such as general power of attorney and all other reference in respect of sectional title transaction. * Raise necessary notes on all the above. * Removal of notes and advice conveyancers regarding interpretation of notes made and any other duties that may from time to time be imposed by the Registrar of Deeds.

POST 36/63
:
PRINCIPAL DEEDS CONTROLLER (REFERENCE: S8/3/2007/959)


Office of the Registrar of Deeds

SALARY
:
R85 362 per annum

CENTRE
:
Northern Cape: Kimberley

REQUIREMENTS
:
An appropriate 3 year legal qualification or equivalent thereof. * Extensive knowledge on and proven ability in the interpretation of Deeds Registries Act, Sectional titles Act, other acts, Ordinances, Case Law and directives pertaining to examination and registration of Deeds. * Experience in the examination of deeds of at least three to four years. * Proven supervisory skills will be an added advantage.  * Basic computer literacy

DUTIES
:
Examine deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law, as well as accepted practice and procedures in the deeds registration system in order to secure legal title. * Endorse deeds as prescribed. * Ensure that transfer duty, property tax and office fees have been levied according to prescribed tariffs and procedures. * Check lodgment list for statistics and control purposes. * Perform supervisory duties in the registration/data sections

POST 36/64
:
PRINCIPAL DATA TYPIST (REFERENCE: S8/3/2007/950)


Office Of The Registrar Of Deeds

SALARY
:
R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
*Grade 12 or equivalent qualification *Typing as a fully passed subject *Computer literacy *Numeracy skills *Knowledge of the functions of a deeds office will be an added advantage *Good communication and interpersonal relations skills *Ability to perform under pressure *Experience in Deeds office Data Section is essential.

DUTIES
:
*Capturing and verification of all relevant data *Preparation of deeds *Black booking Final black booking *Supply information *Render assistance to the Chief Data Capturer as required.

POST 36/65
:
SENIOR DATA TYPIST (REFERENCE: S8/3/2007/949)


Office of the Registrar of Deeds

SALARY
:
R58 290 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
*Senior certificate with typing as a fully passed subject *Typing skills must at least type 40 words per minute *Numaracy skills accuracy *Good interpersonal relations *Computer literate *Knowledge of the functions of a deeds office will be and added advantage.

DUTIES
:
*Operating a computer *Capturing new registration information on the system to ensure correctness and registrability of deed and documents *Counting and balancing of deeds and documents from the control sheet *Generating computer print outs for all clients *Verifying information on the system to ensure correctness and registrability of deeds and documents *Preparation of deeds Black booking *Supply information.

POST 36/66
:
DEEDS CONTROLLER (3 POSTS) (REFERENCE: S8/3/2007/906)


Office Of The Registrar Of Deeds

SALARY
:
R49 665 per annum

CENTRE
:
Northern Cape: Kimberley

REQUIREMENTS
:
Senior certificate or equivalent qualification. * Good communication skills (verbal and written). Computer literacy. Ability to work under pressure.

DUTIES
:
Prepare deeds for execution. Register deeds and note transfers, bonds and other endorsements in the prescribed registers. Perform duties at lodgement counter. Furnish information regarding registered deeds and document. Perform functions pertaining to the registration section and scanning of deeds

POST 36/67
:
SENIOR MESSENGER (REFERENCE: S8/3/2007/947)


Office Of The Registrar Of Deeds

SALARY
:
R43 245 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
*Senior certificate *Ability to read and write *Good interpersonal relation *Good communication skills (written and verbal) *Ability to work independently, without supervision *Computer literacy *Personal Attributes: Document administration and Registry as well as courier service *Relieve and assist the Chief Messenger from time to time.

DUTIES
:
*Collecting of the post bag from the Post Office *Ensure the collection and distribution of mail to different sections *Draw files, micro film and general plans *Open and lock of Registration sections *Bind deeds and documents in numerical order *Collect and deliver deeds and documents *Collect and deliver stationary *Assisting with the loading and off loading of received documents *Assist clients utilising deeds office records *Operating and controlling of machine related to responsibilities *Perform any other duty function assigned by the Registrar.

POST 36/68
:
MESSENGER (REFERENCE: S8/3/2007/946)



Office Of The Registrar Of Deeds

SALARY
:
R38 610 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
*Senior certificate or Grade 10 *Ability to read and write *Good interpersonal relation *Good communication skills (written and verbal) *Ability to work independently, without supervision *Computer literacy *Personal Attributes: Document administration and Registry as well as courier service *Knowledge of the Deeds Registry will be an added advantage.

DUTIES
:
*Collection of the post bag from the Post Office *Collect and distribution of mail *Draw file volumes, files micro films and general plans *Open an lock of the Strong rooms *Bind deeds and documents in numerical order *Collect and delivery deeds and documents *Collect and deliver stationery *Assist clients utilising deeds office records *Operating and controlling of machine related to responsibilities *Assisting with load and off loading of received goods *Perform any other duty/function assigned by the Registrar.

ANNEXURE J
THE PRESIDENCY

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

FOR ATTENTION
:
of Ms K Mashifane, tel 012 300 5592

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, or hand deliver to Union Building, Government Avenue, East Wing Entrance

OTHER POSTS

POST 36/69
:
ASSISTANT SPECIALIST: RESEARCH, DRAFTING AND SPEECH WRITING
SALARY
:
R196 815 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A tertiary qualification and experience in areas as journalism, writing, research or any other relevant field; Writing track-record; A sound understanding of South African politics, Government policies and programmes and foreign relations; An inquiring and analytical mind; Excellent skills in writing, editing, proofreading and report writing; Applications must include a portfolio of written work; Short-listed candidates will undergo competency tests.

DUTIES
:
Undertake the research and general writing needs of The Presidency; Participate in all the communications programmes of The Presidency; Liaise with Government departments and agencies; Research and draft documents and speeches; Maintain research files; Monitor, analyse, interpret and draft reports; Consult with internal and external stakeholders; Participate in the writing of The Presidency Annual Reports, newsletter, internal publications, internet, intranet, reports, brochures and pamphlets, etc; Establish working relations with research institutions and agencies.

ENQUIRIES
:
Ms N Van Driel  (012) 300 5433

CLOSING DATE
:
7 September 2007

POST 36/70
:
ASSISTANT DIRECTOR: SERVICE CONDITIONS


Unit: Human Resource Management

SALARY
:
R 157 686 per annum
REQUIREMENTS
:
Senior Certificate coupled with extensive relevant experience.  Knowledge of PERSAL System. Team leadership skills. Good knowledge of HR Management Legislation, directives, policies and implementation strategies. Good communication (both written and verbal) skills, as well as interpersonal, organizational, planning and co-ordination skills.  Computer literacy

DUTIES
:
Manage and co-ordinate human resource administration matters (e.g. salary payment, allowances, medical assistance, remunerated overtime, housing allowance etc.) within the Presidency to contribute to the rendering of a professional human resource management service; Address human resource management enquiries on to ensure correct implementation of human resource management practices; Ensure the successful implementation of departmental and public service policies on matters related to human resource; Provide inputs on the development/amendments of Human Resource Management Policies and practices; Prepare and consolidate reports on personnel administration issues; Inform, guide and advice staff and management on human resource administration matters to enhance correct implementation of policies; Management of human resources which include, inter alia: training and development of officials, performance management and work allocation; Authorise transactions on Persal according to delegations; Management of the HR registry
ENQUIRIES
:
Ms R Maponya, tel. (012) 300 5582 

CLOSING DATE
:
14 September 2007

ANNEXURE K

DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

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

APPLICATIONS
:
Forward applications, to Human Communications, P O Box 1305, Rivonia 2128 or e-mail to: Response @humancommunications.co.za,alternatively applications may be faxed to 086 510 4804.To verify that your application has been received, please contact Shu’Aib at (011) 807-3260. Please note that this number is NOT for general enquiries.

CLOSING DATE
:
Monday, 17 September 2007

NOTE
:
The successful candidate will have to sign an annual performance agreement, complete financial disclosure form and will be required to obtain a security clearance. 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. Note: Failure to submit these copies will result in the application not being considered. Note: The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communications. 

MANAGEMENT ECHELON

POST 36/71
:
CHIEF DIRECTOR: COMMUNITY DEVELOPMENT WORKERS
SALARY
:
An all-inclusive remuneration package of R591 510 per annum Annual progression up to maximum salary of R636 939 per annum is possible subject to performance. All-inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured according to personal needs within a framework.

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree with sound, practical understanding and knowledge of community development and extensive work experience. Extensive management capacity. Knowledge of national, provincial and municipal interventions, provincial co-ordination and support processes. Development linkages to municipal planning and implementation. Financial management systems. People and diversity management skills. Problem analysis and solving skills. Ability to communicate at all levels. Good knowledge of Government programmes for the poor. The successful candidate will coordinate and implement the Community Development Workers Project in all Provinces

DUTIES
:
Oversee the effective co-ordination and implementation of the CDWP in all Provinces. Ensure the provision of management and strategic guidance to the CDWP operations. Review, update and improve systems and process for successful implementation of the CDWP. Prepare reports on the progress of implementation to the Presidency, Cabinet Committees, etc. Manage intergovernmental relations and the relationship between the three spheres of Government. Ensure the alignment of the CDWP activities with activities and programmes of the various sectors and departments. Develop monitoring evaluation mechanisms regarding the management of the CDWP. Ensure the unit establishes liaison with stakeholders to draw on good practices. Cause research and investigations to be conducted on aspects pertaining to CDWP to effect improvements. Ensure the deployment of the CDW to every ward. Ensure the successful implementation of key strategies pertaining to the CDWP, such as the communication strategy, deployment strategy, recruitment strategy, etc. Facilitate and chair National Task Team meetings. Interact with Ministers, MECs. DGs and other stakeholders in the implementation of the CDWP. Conduct and/or cause to be conducted research and other duties in the Ministry. Support the development and implementation of policies. Develop and implement a reporting framework to monitor and evaluate progress. Ensure the programme complies with Government equity standarts, MTEF processes, programmes and policies.

ENQUIRIES
:
Ms A Misra Tel: (012) 336-1016

OTHER POSTS

POST 36/72
:
DEPUTY DIRECTOR: RISK MANAGEMENT
SALARY
:
An all-inclusive remuneration package of R369 000 per annum Annual progression up to maximum salary of R397 986 per annum is possible subject to performance. all-inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured according to personal needs within a framework.

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate B Degree or equivalent qualification, a minimum of five years working experience, of which three years must be in Risk Management. Computer literacy and the ability to conduct presentations to management and other stake-holders , Excellent verbal and written communication skills, Management and supervisory skills, Sound organizing, planning and problem solving skills, Excellent report writing skills

DUTIES
:
Develop a risk database and strategy; Develop simple guidelines on the implementation of risk management within DPSA; Coordinate risk working committee meetings; Assist management with the identification of  risks and controls; Update the risk database regularly; Provide training for management on risks management principles; Work together with the identified risk champions and provide on going support to them; Quarterly report to Management and the Audit Committee on the status of Risk Management. Ensuring Fraud Prevention across DPSA through the development of Fraud Prevention policies and procedures.

ENQUIRIES
:
Ms B Mavuso Tel: (012) 336-1015 

POST 36/73
:
ASSISTANT DIRECTOR: INTERNAL AUDIT
SALARY
:
R157 686 per annum Annual progression up to maximum salary of R183 066 per annum is possible subject to performance

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate B Degree or equivalent qualification, At least three years experience in Internal Auditing, Knowledge of The PFMA treasury regulations and the SPPIA, Ability to work with limited supervision, ability to work in a team, Good verbal and writing communication skills

DUTIES
:
Cordination of training and development programs within the unit; Assist with planning of Audit projects; Ensure compliance with the relevant standards; Compile draft reports; Execution of internal audit projects; Compilation draft reports; Assist in evaluating audit results and recommendations; Assist with identifying, analysing and controlling of risks relating to internal audit unit; Assist with audit committee activities.

ENQUIRIES
:
Ms B Mavuso Tel: (012) 336-1015 

ANNEXURE L

DEPARTMENT OF PUBLIC WORKS

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

[image: image1.jpg]



CLOSING DATE

16 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 36/74
:
DEPUTY DIRECTOR GENERAL CORPORATE SERVICES REF NO: 2007/861



Job Purpose: Co-ordinate and manage the Corporate Services branch to ensure that the Department has effective and efficient systems for people management, administration and good strategic planning. Work collaboratively with other sections of the Department to ensure that Department of Public Works becomes the employer of choice. The incumbent will be responsible for the strategic leadership and overall management of Human Resources Management, Strategic Management Unit, Legal Services, Information Services, Marketing & Communication and Logistical Services Components.

SALARY
:
All inclusive remuneration package negotiable of R717 045 – 772 173 per annum, including basic salary (60% of package) State’s contribution to Government Employee Pension Fund (15% of Package) and a flexible portion that may be structured in terms of applicable rules. The successful candidate will have to enter into an annual performance agreement and annually disclose his/her financial interests.

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Postgraduate qualification in Public Administration, Commerce or equivalent with majors in Human Resources Management, Organization Development or Information Services or preferably at master’s degree or higher. A good knowledge of the dynamics of the public service, government systems and operations. A good understanding of PFMA. Extensive experience in a senior management role in a large organization. Ability to work in cross-cutting/functional projects/teams. Excellent co-ordination and project management skills Able to work in a matrix structure. Track record of managing and developing a high performing team. A good understanding of government of government policies and initiatives and the role of information in government decision-making. Demonstrated strategic, operational and project management ability and experience. Experience in leading and managing transformation, change and diversity. Person Profile: Excellent communication skills. Excellent analytical, conceptual and numerical skills. Good interpersonal skills and the ability to handle multiple and complex tasks and projects. Dynamic, self-driven innovative and result orientated. Strong service delivery, customer and quality focus. Ability to work under pressure and meet tight deadlines. Excellent computer skills. Note: Please note that this is a re-advertisement, those who applied previously are welcome to re-apply. It will be expected of the candidate to sign a Performance Agreement and be subjected to Security Clearance. The Department of Public Works is looking for a seasoned strategic manager who will assist to achieve the organizational vision of being a preferred supplier in built environment industry and assist in building sustainable human capital to meet the growing demand for skills in the construction and built environment. 

DUTIES
:
Manage the development and implementation of human resource and employee relations strategies, policies and plans. Ensure the appropriate recruitment, remuneration and retention of staff. Ensure organizational effectiveness and development by putting into place effective individual and organizational performance management and reporting systems. Oversee organizational transformation and change management. Oversee the provisioning of services. Promote continuous service delivery improvement through the use of Total Quality Management principles. Manage and provide strategic leadership for all components reporting to her.Ensure effective personnel and financial resources management. Represent Department of Public Works at a variety of fora. 

ENQUIRIES
:
Mr Z Ntsaluba, Tel (012) 337 2178

APPLICATIONS
:
The Regional Manager Pretoria, Private Bag X229, Pretoria, 0001 or Skinner AVN Building, Cnr Andries and Skinner Street Pretoria

FOR Attention
:
Ms N Mtsulwana

POST 36/75
:
CHIEF DIRECTOR SOCCER WORLD CUP 2010 DDG OPERATIONS REF NO: 2007/859



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

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

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS

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

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

EQUIRIES
:
Mr N.S. Malebye, Tel (012) 337 3437

APPLICATIONS
:
The Regional Manager Pretoria, Private Bag X229, Pretoria, 0001 or Skinner AVN Building, Cnr Andries and Skinner Street Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 36/76
:
CHIEF DIRECTOR  PAN AFRICAN PARLIAMENT ASSETS MANAGEMENT REF NO: 2007/860



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

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

CENTRE
:
Head Office (Pretoria)

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

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

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

APPLICATIONS
:
The Regional Manager Pretoria, Private Bag X229, Pretoria, 0001 or Skinner AVN Building, Cnr Andries and Skinner Street Pretoria

FOR ATTENTION
:
Mr SC Zaba
OTHER POSTS

POST 36/77
:
DEPUTY DIRECTOR FACILITIES MANAGEMENT REF NO: 2007/866
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 X9027, Cape Town, 8000

FOR Attention
:
Mr S Ngaziwa

POST 36/78
:
ASSISTANT DIRECTOR PROPERTY PAYMENTS REF NO: 2007/867
SALARY
:
R196 815 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
An appropriate Bachelor’s Degree/ National Diploma or equivalent 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. Minimum of three years 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 X9027, Cape Town, 8000

FOR Attention
:
Ms N Mtsulwana

POST 36/79
:
ASSISTANT DIRECTOR: ACQUISITION AND DISPOSAL REF NO: 2007/877

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria Regional Office (Pretoria)
REQUIREMENTS
:
A Degree/ National Diploma or equivalent qualification preferably in Property related field. Minimum of three years 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 negotiations skills. Computer literacy. Knowledge of building inspections and evaluation methods as well as an understanding of the real estate market and its trends.  

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 submission i.r.o the disposal of state owned property. To ensure that and integrated system exist to record all Ministerial/ Treasury approvals as well as monitoring all disposal transaction. In conjunction with the Sub-Directorate: Utilisation 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
:
Mr. B Sechaba, Tel 012 310 5940

APPLICATIONS
:
The Regional Manager Pretoria, Private Bag X229, Pretoria, 0001 or Skinner AVN Building, Cnr Andries and Skinner Street Pretoria

POST 36/80
:
CONTROL TRANSPORT OFFICER PROVISIONING AND AUXILIARY SERVICES REF NO: 2007/862

SALARY
:
R132 054 per annum 

CENTRE
:
Cape Town Regional Office

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

Duties
:
Day-to-day management and maintenance of GG-vehicles. Ensure the vehicle log sheets are kept accurately and submitted timeously to GMT. Keep and maintain records and schedules for the maintenance and servicing of GG-vehicle, traffic fines, copies of drivers license and trip authorisation files. Prevent misuse of Government Transport. Verify and process Subsistence and Transport claims. Process subsidised vehicle applications. Ensure compliance with the transport policies, procedures and processes.  

ENQUIRIES
:
Mr MJ Hartman, Tel:  (021) 402 2055

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

FOR Attention
:
Mr S Ngaziwa 

POST 36/81
:
2X CHIEF WORKS MANAGER: ELECTRICAL FACILITIES MANAGEMENT: WORKS MANAGEMENT REF NO: 2007/865
SALARY
:
R132 054 per annum
CENTRE
:
Cape Town Regional Office

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

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

ENQUIRIES
:
Mr OR Lamb (021) 402 2211

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

FOR ATTENTION
:
Mr S Ngaziwa

POST 36/82
:
SENIOR PERSONNEL PRACTITIONER: HR DEVELOPMENT AND LABOUR RELATIONS REF: 2007/ 872

SALARY
:
R 132 054 per annum
CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma in Social Science and/or related field in Human Resources Management. Relevant experience in Training Development and Labour Relations. A generalist with in-depth knowledge of related legislations such as Public Services Act and Regulations, Collective Agreements, LRA, BCEA, PFMA, Skills Development Act, etc. Proven exposure/experience in collective bargaining processes and handling of individual and collective disputes/grievances. Good verbal and written communication skills. Facilitation and presentation skills. Mediation and conflict management skills. Valid driver’s license and willingness to travel. Computer literacy.

DUTIES
:
Implement labour legislation .Advise and consult with the line Managers on labour relations and Human Resources Development issues. Proactively project and manage Departmental risk on industrial action .Maintain labour relations, bursary and performance management database Implement and maintain all HR development programmes, policies and interventions for the region .Prepare and provide relevant reports to the Head of Human Resources, Regional Management and Head Office .Manage Employee Wellness Programme .Lead sub-projects on organisational development interventions in the region .Provide reports on bursary administration, performance management, training and development, including the co-operation of the HRD Committee. 

ENQURIES
:
Mr. NJ Khotsa (015) 293 8004

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700

FOR Attention
:
Mr. NJ KHOTSA
POST 36/83
:
INTERIOR DESIGNER PROPERTY MANAGEMENT (PRESTIGE) REF NO: 2007/ 863

SALARY
:
R106 335 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
A three-year national diploma in interior design or relevant tertiary qualification.  Minimum of two years practical experience design portfolio.  Knowledge of the government provisioning administration system and tender administration.  Computer literacy and a valid drivers licence.

Duties
:
Assist the Chief Interior Designer.  Execute interior design scheme presentations, site inspections to sample board plan.  Intensive client liaison.  Project planning and management.  Ensure that projects are run cost effectively without compromising quality, delivered on time as well as implementation of socio-economic objectives of the Department.  Quality control in both specifications and service delivery.  Compile and check tender documents, supervise contractors.  Supervise cash flow forecasts, process contractors’ payments and professional fee claims and prepare monthly reports.  Facilitate and check the final account.  Keep abreast of the latest market trends.  Day-to-day maintenance of portfolio maintenance plan

ENQUIRIES
:
Mr T Nel, Tel:  (021) 402 2036

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

FOR Attention
:
Ms C Williams

POST 36/84
:
ADMIN ASSISTANT ( LOGIS) PROVISIONING AND LOGISTICS (ASSET MANAGEMENT) REF NO: 2007/868

SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Regional Office

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

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

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

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

FOR Attention
:
Ms Z. Gampe

POST 36/85
:
PERSONNEL PRACTITIONER: HRA REF NUMBER: 2007/871
SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Office

REQUIREMENTS
:
The minimum qualification of a Senior Certificate with at least 5 years relevant experience in Human Resource. A good understanding of and functional knowledge of the Basic Conditions of Employment Equity Act, Labour Relations Act and other relevant legislation and prescripts. A good understanding of and functional knowledge of the prevailing conditions of service that exist within the Public Service and the ability to participate in developing and implementing operational Management plans within HRM are also important requirements.  The incumbent should also have knowledge of PFMA. PERSAL knowledge is very essential.  Good written and verbal communication skills as well as Computer literacy is also a requirement.

DUTIES
:
The successful candidate is expected to – execute supervisory duties within Human Resource Admin component.  He/she will also be responsible for the following: Check and approve transactions on PERSAL; Handle pension matters and all service Benefits, including leave, housing allowance, Service awards, etc; appointments, terminations, Transfers; Provide regular reports to management Provide an advisory service to all levels of staff; Supervision of subordinates. 

ENQUIRIES
:
Ms D. Du Plooy: (021) 4022017

Applications
:
The Regional Manager Department of public works Private Bag X 9469 Polokwane 0700

FOR Attention
:
MR. N.J. Khotsa

POST 36/86
:
ADMINISTRATIVE OFFICER: HORTICULTURAL SERVICES REF: 2007/873
SALARY
:
R 106 335 per annum
CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A appropriate Bachelor’s Degree/ National Diploma in horticulture or equivalent qualification with appropriate experience in gardening. A valid driver’s license. Knowledge and understanding of the government procurement processes 9tenders) and other Horticultural relevant government regulations and policies. Ability to manage people. An understanding of the Performance management System. Computer literacy. Good communication skills (Verbal and Written). Negotiation skills. Attributes: Understanding of PFMA, Public Service Act, Labour Relations Act and OHSA.

DUTIES
:
Manage and control gardening services. Manage and review gardening service contracts. Administrate the tendering processes for gardening services. Ensure timeous submission of invoices for payments regarding gardening services rendered by contractors. Visit and inspect Magistrate Offices and other sites where the Department renders gardening services. Supervise and manage performance of gardeners in line with the departmental performance management system. 

ENQURIES
:
Ms. ME Nkwinika (015) 291 6300

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700

FOR Attention
:
Mr. NJ Khotsa
POST 36/87
:
ARTISAN FOREMAN: MECHANICAL REF: 2007/874
SALARY
:
R 106 335 per annum
CENTRE
:
Hoedspruit  Workshop

REQUIREMENTS
:
An appropriate N3 plus trade test obtained from Olifant Fontein Institution or an accredited institution, A valid driver’s license. Knowledge in the field of water pumps, water purification plant, sewerage treatment plant. Two years experience in operations of water pumps and sewerage treatment plants. Have knowledge in mechanical installations and construction. Ability to manage people. An understanding of the Performance management System. Computer literacy. Good communication skills (Verbal and Written). Negotiation skills. Attributes: Understanding of PFMA, Public Service Act, Labour Relations Act and OHSA.

DUTIES
:
The successful candidate will be in charge of Mechanical workshop. Administer leave, overtime and transport registers. Ensure that water management plan is implemented and also responsible for meter readings, water reticulation and water action plan. Report to Polokwane Regional Office.  

ENQURIES
:
Mr. PL Meyer (015) 293 8000/37

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700

for Attention
:
Mr. N.J. Khotsa
POST 36/88
:
OFFICE ASSISTANT: FACILITIES MANAGEMENT REF NO: 2007/869
SALARY
:
R 85 362 per annum 

CENTRE
:
Cape Town Regional Office

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

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

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

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

POST 36/89
:
SENIOR ADMIN CLERK (ESTIMATING UNIT) REF NUMBER: 2007/875

SALARY
:
R85 362 per annum
CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Grade 12 or equivalent with 1 year experience in office Administration in a related environment. Good  communication skills (Written & Verbal), financial skills and computer literacy. Ability to work under pressure.

DUTIES
:
Manage and co-ordinate the functions of the component. Manage the maintenance and Capital Works budget of client Departments. Updating of Works Control System on a daily basis. Liaise with Quantity Surveyors and clients. Handle Quantity Surveyors’ correspondence with clients. Admin support for Quantity Surveyors’ functions. Administration of contracts in delivery of Capital Works, planned maintenance and Un-planned maintenance. Assist with the administration of day-day maintenance and controlling of funds. Provide effective and efficient administrative  and clerical support services. Process payments for consultants, contractors and suppliers.

ENQURIES
:
Mr. MS Madzebe (015) 291 6300

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700

FOR ATTENTION
:
Mr. MI Jele

POST 36/90
:
ASSISTANT ADMIN OFFICER ACQUISITIONS AND DISPOSAL REF NO: 2007/876

SALARY
:
R 85 362 per annum

CENTRE
:
Pretoria Regional Office (Pretoria)
REQUIREMENTS
:
A senior Certificate with appropriate experience in administration. (National Diploma/ Degree will be an added advantage). Strong written and verbal communication skills. Computer skills. 
DUTIES
:
Acquisition of vacant land for use by or land with improvements thereon. Acquisition of rights over land for use by client departments. Negotiation with property owners for acquisition of land and rights. Drafting of agreements, lease contracts and other related documents resulting from negotiations. Advising client on issues relating to property acquisition. Performing general administrative duties within the Regional Office.

ENQUIRIES
:
Mr. B Sechaba, Tel 012 310 5940

APPLICATIONS
:
The Regional Manager Pretoria, Private Bag X229, Pretoria, 0001 or Skinner AVN Building, Cnr Andries and Skinner Street Pretoria

FOR ATTENTION
:
Mr. MI Jele

POST 36/91
:
ARTISAN (ELECTRICIAN) CAPE TOWN REF NO: 2007/870


Note: It is a requirement that the successful candidate for the Robben Island workshop must reside on Robben Island (housing will be provided at government rates)

SALARY
:
R68 955 per annum

CENTRE
:
Robben Island

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. Recommendations: Knowledge of Health and Safety.

DUTIES
:
Maintenance including new work to building and related engineering works. Maintain tools. Compile material quantities per project. Supervise assistant(s)

ENQUIRIES
:
Mr N Ras, Tel (021) 402 2229

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

FOR ATTENTION
:
Ms N. Mtsulwana

POST 36/92
:
SENIOR PERSONNEL OFFICER HUMAN RESOURCE MANAGEMENT REF 2007/864

SALARY
:
R68 995 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
a senior certificate with appropriate experience in HR or administrative experience (a national diploma/ degree and knowledge of PERSAL will be an added advantage).  knowledge of PFMA, HR prescripts, procedures planning and organising skills, written and interpret HR policies and prescripts, interpersonal skills.  Ability to work under pressure, ability to cape with a high workload.
Duties
:
Manage conditions of service, formulate, manage and maintain HR policies.  Allocate and control/ manage delegated work.  Render an effective HR advisory service to management and employees in the Department.  Control and provide administrative support service.  Manage HR Registry and overall control of activities of the paper based HR records.  Develop HR policies within set guidelines. Conduct job evaluations and make recommendations on the grading of post.  Ensure compliance with applicable legislation. 

ENQUIRIES
:
Ms N Mtsulwana, Tel:  (021) 402 2132

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

FOR ATTENTION
:
Mr S Ngaziwa
ANNEXURE M

DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
25 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”

OTHER POSTS

POST 36/93
:
ASSISTANT SOCIAL WORK MANAGER: CENTRAL AUTHORITY ON INTER-COUNTRY ADOPTIONS (INTERNATIONAL)



Directorate: Adoptions and International Social Services

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate, recognised Bachelors Degree / Diploma in Social Work plus credible experience  Registration with the South African Council for Social Service Professions. Knowledge of social work service delivery at national and international level. Knowledge of South African welfare legislation, policies and practices.  Competencies needed: International and inter-cultural liaison skills. Communication (written and verbal) in English  Interpersonal skills  Management, planning and organising skills Policy development, formulation and analysis skills. Monitoring and evaluation skills.  Presentation skills.  Computer literacy

DUTIES
:
Key Responsibilities: Co-ordinate and monitor all inter-country adoptions by liaising with Central Authorities in other countries.  Liaise with the Registrar for Adoptions and the Inter-country Social Services (ISS) within the Department.  Liaise with adoption service providers nationally.  Liaise with the Departments of Foreign Affairs, Home Affairs and Justice regarding inter-country adoptions.  Develop policy and legislation regarding inter-country adoptions.  Represent the Department on meetings and forums pertaining to inter-country adoptions.  Respond to enquiries from Central Authorities in other countries.  Ensure that all inter-country adoptions are registered by the Central Authority in collaboration with Central Authorities in other countries. Establish and monitor appropriate measures to prevent and deal with improper financial or other gain in connection with inter-country adoptions.  Submit reports to Heads of Social Development (HSD), MINMEC and Cabinet on inter-country adoptions.  Liaise inter-departmentally and be a resource person on issues pertaining to inter-country adoptions.  Formulate drafts, responses, verbal and written replies, media releases and speeches to senior management.

ENQUIRIES
:
Ms K Rasebitse Tel no: (012) 312-7396

ANNEXURE N

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: It is our intention to promote representivity (race, gender and disability) in the Department through the filling of these posts.  Candidates whose transfer/promotion/appointment will promote representivity, according to the Departmental Employment Equity plan and targets, will receive preference.

CLOSING DATE
:
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 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 36/94
:
DEPUTY DIRECTOR: ORGANIZATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE:  REFERENCE:  24/2007/01



Section: Employee Wellness Applicable Core: Human Resource and Organisational development and related professionals.

SALARY
:
R311 358 pa all inclusive package (a portion of the package can be structured according to the individual’s personal needs)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant three year Tertiary or equivalent qualification with more than 10 years relevant experience of which 2 years should be in management. A Code 08 Driver’s licence Recommendations: Masters Degree in Psychology will be an added advantage. Skills And Competencies: In depth knowledge of Employee Assistance Programme (EAP) and HIV/AIDS. Counseling skills. Computer literacy. Research skills and ability to interpret and apply policies. Innovative and analytical. Problem solving skills. Project management skills. Financial management skills. Self motivated driver of initiatives and programmes. Exceptional interpersonal, communication and listening skills. Well organized, responsible and professional individual. Demonstrated leadership ability. Excellent report writing skills. 

DUTIES
:
Develop Employee Wellness and HIV/AIDS policy, strategy and programmes. Organize and conduct training on various policies, strategies and programmes. Individual and group counseling. Assessment of employees. Co-ordinate external referrals and arrange for appointments. Monitor and follow up on referrals and other cases. Co-ordinate Employee Wellness Programmes and arrange for employee outreach education and awareness campaigns. Co-ordinate Provincial HIV/AIDS programmes for the Department. Implement HIV/AIDS policy and Work Place Programmes. Manage, arrange and co-ordinate employee sport and recreation programmes. Manage and evaluate staff. Manage the budget of the Sub-Directorate.

ENQUIRIES
:
Dr V Abhilak, ( (051) 404 9599

APPLICATIONS

Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)

POST 36/95
:
DEPUTY DIRECTOR: HUMAN RESOURCE MANAGEMENT & AUXILIARY SERVICES: REFERENCE: 24/2007/02
Section: Motheo District Office

SALARY
:
R311 358 pa all inclusive package (a portion of the package can be structured according to the individual’s personal needs) 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Tertiary or equivalent qualification with a minimum of 3 years practical completed articles plus more than 10 years experience as well as a Code 08 Driver’s licence Recommendation: Sound relevant knowledge and skills in Human Resource & Labour Relations Management. Good communication, management, interpersonal and report writing skills. Valid code EB driver’s license. Computer Literacy Knowledge of Public Service Act & Educator’s Act, 1998

DUTIES
:
Overall management of Human Resources, Labour Relations and Auxiliary Services of the Motheo District Office. This includes such activities in all schools in the district and involves: Implementing and advising management and clients on matters related to the Public Service Act, Employment of Educators Act and Regulations, Labour Relations Act and Archive Instructions. Managing staff, including the development and assessment of such staff. Implementing and managing recruitment, conditions of service, performance management and labour relations. Managing all auxiliary services.

ENQUIRIES
:
Mr Motsetse ( (051) 404 4621

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)

POST 36/96
:
DEPUTY DIRECTOR:  MISCONDUCT: LABOUR RELATIONS DIRECTORATE: REFERENCE 24/2007/03

Applicable CORE:  Management & General Support Personnel

SALARY
:
R311 358 pa all inclusive package (a portion of the package can be structured according to the individual’s personal needs) 

CENTER
:
Bloemfontein

REQUIREMENTS
:
A relevant Tertiary or equivalent qualification plus more than 10 years experience in matters concerning Labour Relations plus a Code 08 Driver’s licence Recommendations: Relevant and appropriate experience, potential, good communication skills and experience in labour relations will be added advantages. 

DUTIES
:
Responsible for all aspects relating to labour relations. Implementation of disciplinary and grievance procedures in Education and the Public Service; Handle complaints, abscondments and appeals Dispute resolution; Conduct investigations; Provide information/advice to management; Represent the Department at Arbitrations of ELRC, GPSSBC and CCMA; Write reports/Submissions

ENQUIRIES
:
Mr F Hugo ( (051) 404 4294

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 36/97
:
DEPUTY DIRECTOR: CHIEF DIRECTORATE: IFRASTRUCTURE, LEARNER SUPPORT & PRP: REFERENCE: 24/2007/04



Section:  Other Partnerships 
SALARY
:
R311 358 pa all inclusive package (a portion of the package can be structured according to the individual’s personal needs) 

CENTRE
:
Bloemfontein.

REQUIREMENTS
:
A relevant Tertiary or equivalent qualification with a minimum of 3 years practical completed articles plus more than 10 years experience  as well as a Code 08 Driver’s licence Recommendations Knowledge and experience with regard to the following: Public Service regulations; Financial management (PFMA requirements); Project management knowledge; Infrastructure related experience; Conflict resolution skills; Understanding managing human relations and stakeholder management; Integrated planning skills – linking plans with FSGDS, Competence: Good interpersonal skills; Ability to think analytically and systematically;  Strong leadership and management skills in planning, time management and problem solving; Proven skills in managing and motivating a diverse team; Computer literacy; Numerical and statistical analysis; Excellent communication skills (written and verbal) as well as presentation and public speaking skills.

DUTIES
:
Key performance areas:  Develop, manage and maintain existing partnerships and bilaterals within the department and other partners; Manage and maintain the operations of the FSED Trust ; Manage the implementation of the EPWP Project in collaboration with SGB’s; Aggressive marketing of the Programmes of the Department to donor or potential funding agencies; Obtain mandates from the Offices of the MEC, HOD and Strategic Leadership with regard to new partnerships and target areas in the department. Participate in Project management and Reporting on Partnership initiative and Projects (Across the department – infrastructure, curriculum related, e-learning, human resource related etc.) Report on all partnerships. Maintaining and managing confidential or sensitive information; To regularly absorb and understand work instructions, procedures, department policies and Public Service policies;  Make recommendations with regard to changes in policies. General duties include: Ensuring proper use and maintenance of equipment under your control as well as safekeeping of stock and assets.

ENQUIRIES
:
Mr K.R.Abrahams ( (051) 404 9287.

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)

POST 36/98
:
SECRETARY TO DIRECTOR (2 POSTS)


Internal Audit: Reference: 24/2007/05 Human Resources Management: Reference: 24/2007/06



Applicable CORE: Management & General Support Personnel

SALARY
:
R68 955 – 80 058 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification Recommendation: Working knowledge and experience in MS Word, Outlook Excel and Power Point as well as ability to work under pressure.Verbal Communication and Writing skills as well as working knowledge on developing and maintaining records (filing) system.

DUTIES
:
Manage diary of the Director to ensure that engagements are properly co-ordinated as well as providing the necessary documentation. Provide receptionist service to regulate visits. Handle all 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 documentation are presented professionally. Arrange travel and accommodation for the Director.  Arrange refreshments during meetings. Communicate with internal and external stakeholders to schedule appointments and visits, make enquiries etc. Manage personnel files for the Directorate.  Send leave forms to HR. Handle confidential Information as well as any other tasks linked to the office of the Director.

ENQUIRIES
:
1. Mr J Ntsala ( (051) 404 8528



2. Ms E Gouws ( (051) 404 4292

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)

NOTE
:
Please note that applicants may be subject to practical testing.

ANNEXURE O

PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF COMMUNITY SAFETY

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

FOR ATTENTION
:
Arti Singh

CLOSING DATE
:
28 September 2007

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

OTHER POSTS
POST 36/99
:
SECRETARY TO THE CHIEF DIRECTOR CORPORATE SUPPORT SERVICES REF: 70045083



Directorate: secretary to the Chief Director Corporate Support Services

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Head Office

REQUIREMENTS
:
A degree or national diploma. Appropriate experience in rendering services to senior managers, for example run and maintain a record management system, procure good and services, record minutes and decisions at meetings. Advanced knowledge of Excel, Word and PowerPoint Excellent interpersonal skills. Ability to draft to draft documentation like submission letters, do basic research, analyze documents and situations, communicate effectively (written and verbally) basic financial administration. Ability to work independently.  Basic knowledge and understanding of relevant legislation/policies/prescripts and procedures.

DUTIES
:
Manage engagements, Render administrative support



services inclusive of maintaining a record management system, obtaining, collating and compiling progress reports and monthly reports. Provide support during meetings inclusive of recording minutes and decisions, communication with relevant role players, follow up on progress made and prepare briefing notes, screen documents to determine actions/information/ documents required, Manage the leave register, facilities register, telephone register, attendance register and commitment register. Support with regards to the administration of the budget and other resources. Conduct basic research and compile documents. Remains up to date with applicable legislation/policies/prescripts and procedures and inform the Manager accordingly 

ENQUIRIES
:
Joe Ramoshaba (011) 689 3806 

POST 36/100
:
SENIOR ADMINISTRATION CLERK REF: 70045240



Chief Directorate: Traffic Management

SALARY
:
R85 362 per annum (plus benefits)
CENTRE
:
Krugersdorp

REQUIREMENTS
:
Senior Certificate (Grade 12) plus 3 years working experience as Administrator or in a similar environment Skills: Organising skills Time management Interpersonal relations Computer literacy.
DUTIES
:
Record keeping in accordance with guidance and instruction. Perform task in accordance with regulatory framework and guidelines. Sort documents and distribute to relevant officials. Photocopying and faxing of documents. Receive and distribute mail and documents. Recording and preparation of outgoing and incoming mail. Coordinate filling of documentation, correspondence. Maintain an effective and efficient records management. Perform registry duties. Oversee all administrative tasks in relation to Traffic Management. 

ENQUIRIES
:
Joe Ramoshaba (011) 689 3806 

POST 36/101

ADMINISTRATION CLERK X 2 REF: 70045243


Chief Directorate: Traffic Management

SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Krugersdorp

REQUIREMENTS
:
Senior Certificate (Grade 12) plus 2 years working experience as Administrator or registry clerk. Skills: Organising skills Time management Interpersonal relations Computer literacy

DUTIES
:
Sort documents and distribute to relevant officials, Photocopying and faxing of documents. Receive and distribute mail and documents. Recording and preparation of outgoing and incoming mail, Coordinate filing of documentation, correspondence, Maintain an effective and efficient record Management. Perform registry duties. Oversee all administrative tasks in relation to Traffic Management. Typing of documents.

ENQUIRIES
:
Joe Ramoshaba (011) 689 3806 

DEPARTMENT OF ECONOMIC 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 (011) 355-2222

CLOSING DATE
:
21 September 2007

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

OTHER POSTS

POST 36/102
:
SENIOR DEVELOPMENT PLANNER. -70045073


Directorate: Local Economic Development Support

SALARY
:
R369 000 per annum Inclusive

CENTRE
:
Matlotlo House

REQUIREMENTS
:
Honours Degree in Development Economics or an equivalent qualification. Masters Degree in Development Economics will be an added advantage. 3-5 years experience in Local Economic Development at a Regional and/or Local Level, including practical experience in Local Economic Development. 
DUTIES
:
Formulation, facilitation, evaluation and maintenance of the Provincial Local Economic Development Policy and Strategy. Co-ordination of the Provincial LED projects/initiatives. Providing stakeholders with planning advice and direction on LED matters. Co-ordination of LED planning advice in line with the provincial LED policy/framework and strategy . Acting on behalf of the LED Support Director when requested and assisting the LED Support Director where necessary. Assisting with the supervision, training and capacitating of staff members in the LED Support Unit.

ENQUIRIES
:
Siphiwe Nhlapho Telephone: (011) 355 – 8540

POST 36/103
:
ASSISTANT DIRECTOR: RECORDS MANAGEMENT REF 70045074

Directorate: Human Resources And Logistical Support 

SALARY
:
R157 686 per annum

CENTRE
:
Matlotlo House

REQUIREMENTS
:
Degree/ Diploma in Public Administration / Library Science or any relevant field. Extensive experience in Records management/registry services . In depth knowledge of the National Archives Act and relevant regulations. Skills: Computer literacy, service delivery innovation, good planning and organizing skills and, verbal writing and communication skills. Ability to track documents. People management skills

DUTIES
:
Assist in the development and implementation of policies regulating records management. Assist in the deployment of registry clerks within DED as well as the matrix management thereof. Assist in the development and reviewing of the filling plan and procedure manuals. Rectify misfiling of records. Implement file tracking schedule. File correspondence in line with the approved file plan of the Department. Assist in the compilation of monthly statistics. Implement an electronic document management system (EMDS) in DED. Manage all DED records in line with Archives Act. Manage registry in line with National norms and standards. Provide information that lead to the compilation of monthly, quarterly and annual reports. Monitor the description on the paper-based file covers. Ensure the training of the Departmental registry clerks on filling matters as per national Archive’s directives. Assist with other administrative tasks.

ENQUIRIES
:
Siphiwe Nhlapho tel: (011) 355 – 8540

GAUTENG SHARED SERVICES CENTRE

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

CLOSING DATE
:
21 September 2007

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

OTHER POPSTS

POST 36/104
:
MANAGER: SAP SYSTEM SUPPORT REF NO 70045013


Directorate: Procurement

SALARY
:
R369 000 per annum (All inclusive package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A relevant business or supply chain degree or equivalent qualification. At least 5 years SAP experience in procurement and supply chain management. Implementation of procurement systems and management thereto. Experience at a managerial level would be essential. Understanding of the South African marketplace including the BEE and SMME environment, knowledge of government procurement legislation would be an advantage, knowledge of customer relationship management in a shared services environment, a valid driver’s license. The incumbent must have good business acumen, be analytical, a decision maker, a facilitator, a negotiator, a problem solver, have good communication skills, good customer management skills. 

DUTIES
:
Implementation and continuous improvement of Procurement business processes and systems for the GPG SCM environment. Identification and improvement of  management and operational reports on SCM performance. Align the department’s procurement systems with the strategic direction of the GSSC. Managing, leading and improving guidance to a unit staffed with approximately 8 staff members, training and presentations in line with new developments and knowledge accumulation. Monitor adherence to relevant Supply Chain Management (SCM) legislation and GPG Procurement processes and procedures, integrity and classification of records in the procurement systems. Project  manage the migration of Procurement and related functions from the remaining entities and GPG agencies for service delivery to the GSSC including the automation of these sites. Provision of continuous system’s support of Remaining Line Structure (RLS’s) and GSSC Procurement system users. Ensure that the Procurement system operates in accordance with disciplined controls as well as being optimally used within the GPG environment to procure goods and services. Develop and maintain the GPG SMME portal as well as the establishment of an electronic platform upon which and alliance can be formed within the Gautend Metros in order to collaborate in joint sourcing and BEE SMME development initiatives. Promote the utilization of technology as a key enabler for the future in delivering information and services and promote its use in the reengineering/transformation of the GPG service delivery. Create an enabling environment for other managers to perform their functions more effectively and efficiently.

ENQUIRIES
:
Pule Mogagabe , Tel. (011) 689 8015

POST 36/105
:
MANAGER: ACTIVITIES BASED COSTING – REF. NO.: 70045067


Directorate: Office of Chief Financial Officer


This is a 3 year fixed term performance based contract

SALARY
:
R289 635 per annum (all inclusive package)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
B Com Degree/Equivalent with relevant management accounting experience especially Activity Based Costing (ABC) modules. Good verbal and written communication. Advanced/Intermediate knowledge of Ms Excel/Access. Person Profile: Decisive, Team Worker, Diversity focused, Customer Focused, Proactive and Resourceful, Flexible/Change orientated, innovative, credible and Problem Solving ability.

DUTIES
:
Create ABC Modules on relevant Software in conjunction with consultants. Maintain and Adjust ABC modules. Report on the ABC modules on a Monthly basis. Discuss ABC with cost center managers and assist CCM with “What if Scenarios”. Benchmark services rendered by the GSSC against similar organisations to prepare charge out modules to other GPG departments on a monthly and yearly basis.  Make suggestions to management on reducing benchmark costing. Data manipulation in Access and Excel.

ENQUIRIES
:
Kgomotso Mojapelo, Tel. No.:  (011) 689-6231

POST 36/106
:
TEAM LEADER: INTERNAL FINANCE CONTROLLER – REF. NO.: 70045066



Directorate: Office of Chief Financial Officer
SALARY
:
R157 686 – R190 488 per annum (Plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree or equivalent qualification with extensive appropriate experience in Internal Auditing. Computer literacy. Good verbal and written communication. Person Profile; Decisive, Team worker, Diversity focused, Proactive and resourceful, Flexible/change oriented, Quality oriented, Responsive, Innovative, Credible, Problem Solving ability.

DUTIES
:
Evaluate systems to identify shortfalls. Assist in determining the direction and thrust of the proposed audit effort.  Compiling the scope of the audit, preparing, the audit programme and perform the audit in a professional manner and in accordance with the approved audit programme. Obtain analyse and appraise evidentiary data as a basis for informed, objective opinion on the adequacy and effectiveness of the system and the performance of activities being reviewed. Appraising and monitoring the adequacy of the corrective action to improve deficient conditions.  Assist in making oral and written presentations to management during and at the conclusion of an audit.  Assist in discussing deficiencies, recommending corrective action and suggesting improvements in operations and reduction in cost.  Prepare formal written reports as requested, expressing opinions on adequacy and effectiveness of the system and efficiency with which activities are carried out. Assist in implementation and maintenance of Fraud Prevention Plan. Assist in the reassessment of delegations of powers and responsibilities of the department on an annual basis. Identify measures to combat fraud. Investigate and conclude cases of fraudulent activities. Conduct research into trends and best practices in risk management and render advice and make recommendations by means of presentations and reports. Review Audit management reports and corrective action to ensure that it does not appear on report again.  Liaise with Auditor General and supply information on request from the Auditor General. Be involved with the Auditor General’s Annual Audit process. Confirm inter departmental balances with other GPG Departments at year end. Keep accounting records for: GPG bursary scheme, Nursing project on SAP. Prepare financials and monthly management accounts and have monthly discussions with relevant managers. 

ENQUIRIES
:
Kgomotso Mojapelo, Tel. No.: (011) 689-6231

POST 36/107
:
SPECIALIST: CONTRACT MANAGEMENT – REF NO.: 70045065



Directorate: Office of Chief Financial Officer

SALARY
:
R106 335 – R124 866 p.a. (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Grade 12 or equivalent qualification. 3 years experience in Procurement.  Administrative function. Person Profile: Decisive, team player, customer focused, attention to detail, Innovative, organized, honest & reliable, confident and quality orientated.

DUTIES
:
Provide an Internal GSSC Procurement service to all GSSC staff members, to enable Internal Procurement to achieve a customer focus ethos that delivers goods and services at the right time, the right place and at a demonstrably improved competitive price. Automation of procurement requisitions and goods receipts through the Procurement SAP System when required. Management and monitoring all current contracts throughout the GSSC. Management and monitoring of GSSC’s Mini-tem agreements. Management and monitoring of all Office Automation throughout the GSSC. Management and monitoring of Transversal Contracts with regard to GSSC. Developing and sustaining a centre of excellence capacity in the area of Demand planning and Demand management. Liaise with GSSC staff, addressing queries and providing advice and guidance when required with regards to Contracts, DAC, PAC and DTEC as well as Procurement Processes and Procedures. Monitoring the compliance by Users to the policies, procedures and approved sourcing framework regulations. Ensure that a proper Record Management system is in place for the purpose of Contract Management to ensure easy reference to documentation when required. Ensure that Contract related queries from Clients and End Users are effectively and efficiently addressed. Provide contractual advice to End Users. To monitor all Contracts in order to flag warnings to Managers prior to the contracts expiring. Complete SCM projects on a regular basis In addition to normal Contract Management tasks.

ENQUIRIES
:
Sandy Rampath, Tel. No.: (011) 689-6074

POST 36/108
:
RLS PRACTITIONER:  INTERNAL PROCUREMENT – REF. NO.: 70045065



Directorate: Office of Chief Financial Officer

SALARY
:
R58 290 – R67 668 p.a. (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Grade 12 or equivalent qualification. At least one year in procurement. Person Profile: Team player, Customer focused, Detail orientated, Decisive and quality orientated.

DUTIES
:
Co-ordinate and facilitate the Procurement Requests (RLS 01’s) for goods and services from GSSC users (end-users).  Check RLS 01’s received for compliance i.e. check that relevant Line Manager has authorized that for nominated suppliers – there are valid and properly authorized approvals accompanying the RLS 01 forms.  Ensure that RLS 01 forms submitted have the correct codes and that these codes are verified and signed off by Internal Finance before RLS 01 is captured. Coordinate and assist users in drafting specifications. Process the requests in accordance with and in adherence to procurement policies and procedures.  Ensure that RLS01’s received have been checked and are captured timeously on SAP system. Ensure that proper records are kept of all RLS 01’s submitted to buyers for processing in the relevant business unit files e.g. Corporate Services, TSS, etc. Tracking of RLS01’s with buyers to ensure that PO’s are created on time and within the agreed SLA’s. Ensure that goods received by stipulated delivery date and to monitor the distribution thereof to end-users.  Tracking of GRV’s with end-users once deliveries have taken place and capturing GRV on SAP system. Liaise with GSSC staff, addressing queries and providing advice and guidance as and when required. Ensure that Record Management System for RLS 01’s is adhered to. File copies kept of every RLS 01 received, as well as copies of PO’s and invoices.

ENQUIRIES
:
Sandy Rampath, Tel. No.:  (011) 689-6074

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 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 36/109
:
SENIOR SPECIALIST (CLINICAL) REF NO:70045098


Directorate: Psychiatry

SALARY
:
R369 000 per annum (all inclusive package)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
MMED (PSYC) or equivalent. Registration as a specialist psychiatriatrist at HPCSA. Ability to work in a team and lead a team. Ability to do Psychiatric-legal assessments and to testify in a court of law.

DUTIES
:
The post is a joint appointment between Weskoppies Hospital and the Medical School, Faculty of Health Science, University of Pretoria. Management and treatment of general adult psychiatric patients. Related administrative and medico-legal work. Assessment of criminal forensic psychiatric observations. Training of pre and post graduate students, including medical and other health care workers. Research in appropriate field. General management and general administration. Patient administration. Out reach services

ENQUIRIES
:
Prof J.L. Roos Tel (012) 319 9740

CLOSING DATE
:
28 September 2007

POST 36/110
:
SENIOR SPECIALIST (FORENSIC) (2 POSTS) REF NO:70045099
Directorate: Psychiatry

SALARY
:
R369 000 per annum (all inclusive package)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
MMED (PSYC) or equivalent. Registration with the HPCSA as a Specialist Psychiatrist.

DUTIES
:
The post is a joint appointment between Weskoppies Hospital and the Medical School Faculty of Health Sciences, University of Pretoria. Evaluation, management and treatment of forensic psychiatric patients. Giving evidence in a court of law and the related administrative and medico-legal reports. Assist in the other clinical duties. Assisting in the management of the forensic unit. Budget management. Training management of pre and post graduate students, medical staff, health care workers, members of the SAPS, Correctional Services and the other legal profession. General management administration. Research and outreach services.

ENQUIRIES
:
Prof P.M. Joubert Tel (012) 319 9744

CLOSING DATE
:
28 September 2007

POST 36/111
:
DENTAL SPECIALIST REF NO: 70045028
Directorate: West Rand District-Region A
SALARY
:
R 353 871 per annum (inclusive package)(Pension fund, annual bonus, annual leave, medical aid, housing allowance, commuted overtime (by authorization), and partial remission of study fees, (ifeligible).

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 36/112
:
MIDDLE MANAGER: CLINICAL PSYCHOLOGIST REF NO: 70045088


Directorate: Mental Health

SALARY
:
R311 358– R 360 909 (All Inclusive remuneration package)

CENTRE
:
Ekurhuleni District Services 

REQUIREMENTS
:
Registration with HPCSA as a clinical Psychologist. Applicant must be in possession of a Masters Degree in Clinical psychology. A valid driver’s license. Recommendation: Good Managerial, communication and organizational skills are essential. Experience in training is essential.

DUTIES
:
This is a managerial and clinical post, which involves planning, implementation, evaluation and management of psychological services throughout the District. Manage and supervise the permanent and community service clinical psychologists. Work within a multi disciplinary team and be able to contribute  effective  community mental health services. Attend meetings and give feedback to all relevant stakeholders. Implementations of quality assurance measures and formulate strategic and operational plans for Clinical Psychology. Knowledge of Legislation governing Mental Health.

ENQUIRIES
:
Mr V. Mamatela Tel (011) 876 1795/1802

CLOSING DATE
:
28 September 2007

POST 36/113
:
PRINCIPAL MEDICAL OFFICER REF NO: 70045261



Directorate: Medicine

SALARY
:
R 311 358 – 360 909 per annum (All inclusive package)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
MBChB or equivalent. Current registration with the HPCSA. 2 years experience after qualification. Experience in internal Medicine and Clinical Haematology will be advantageous. Must be willing to do after hours work as duty roster and requirements in the unit. 

DUTIES
:
Provide a comprehensive service in Clinical Haematology and participate in all other activities (teaching, research) required of multidisciplinary team. Provide advice regarding diagnosis and management of patients. Manage patients with general medical and haematological disorders at both outpatient and inpatient levels. Participate in a general medical unit including patient care and supervision of junior staff. Teach and mentor undergraduates, junior postgraduate staff and hospital personnel. Conduct and assist with local research and drug trials in association with the Witwatersrand health Consortium. 

ENQUIRIES
:
Dr N Lesia Tel: (011) 933 8154

CLOSING DATE
:
27 September 2007

POST 36/114
:
DEPUTY DIRECTOR: PHYSICAL SECURITY REF NO : 70045030
Directorate: Security Services

SALARY
:
R 311 358 per annum (all inclusive remuneration package of which a portion could be structured according to the individual’s needs).

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
Degree/ National Diploma applicable to security disciplines & 5 years security related experience (SAPS/ Intelligence). Knowledge of MISS & other applicable legislation. An independent self-starter who is also a dynamic team player. Good leadership & management skills. Good track record & experience in managing security in big organisations. Communicate well at all levels. Good report writing & presentation skills. Computer literacy & conflict management skills, analytical & problem solving abilities. Must be prepared to travel & work long hours and prepared to be security cleared.

DUTIES
:
Develop, implement & evaluate the security policy. Manage the total security function encompassing physical, personnel, document, communication, IT security & management of security breaches & incidents. Evaluate & implement appropriate security measures. Develop & implement awareness & training programmes. Manage security at all provincial institutions. Develop security & contingency plans. Establish & manage Control Room. Report all breaches & corrective measures to the Director: Security Services. Support the Director to manage all security functions.

ENQUIRIES
:
Mr Victor Mpaza Tel: 011 355 3107

CLOSING DATE 
:
14 September 2007

POST 36/115
:
DEPUTY DIRECTOR: ADMIN REF NO:70045100


Directorate: General Admin and Support Services

SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Appropriate tertiary qualification or equivalent. 5 years experience in hospital management. Extensive knowledge of managing all administration and support services in a hospital will be an advantage. A financial qualification will be an added advantage. Good organizational and communication skills are essential.

DUTIES
:
Overall management of administration i.e. Finance, Procurement, Human Resources and Support services. Implement internal controls and procedures in line with relevant legislation. Draw, implement and review strategic business and operational plans. Maintain sound Financial and Budgetary process to ensure the adherence of the Hospital’s statutory responsibilities in terms of the PFMA. Adherence to Procurement, assets and Facility management. Ensure proper record keeping systems through out the hospital. Ensure that systems are in place for the continuous maintenance of the hospital. Ensure information risk management, security and protocols are implemented. Ensure Community participation.

ENQUIRIES
:
Mrs. M Mabena Tel (012) 319 9799

CLOSING DATE
:
28 September 2007

POST 36/116
:
ASSISTANT DIRECTOR: VETTING/ INVESTIGATIONS REF 70045029
Directorate: Security Services

SALARY
:
R196 815 plus benefits

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
Degree/ National Diploma applicable to security disciplines. Three years security/ SAPS related experience. SAPS investigation experience, VIP/ Close Protection experience & knowledge of the Department.  An independent selfstarter who is also a dynamic team player. Good leadership & management skills. Good track record, communication at all levels, good report writing & presentation skills. Computer literacy & conflict management skills. Analytical & problem solving abilities. Must be prepared to travel & work long hours and be security cleared.

DUTIES
:
Develop vetting strategy. Conduct vetting of all employees & manage security clearances. Investigate all crimes & incidents at all health institutions & central office. Advise the Director: Security Services on vetting records & results. Advise Director: Security Services on all new crime trends. Circulate security alerts. Investigate & manage evidence for departmental hearings. Develop & head Task/ Response security team. Support the Deputy Director to manage all security functions.

ENQUIRIES
:
Mr V. Mpaza Tel: 011 355 3107

CLOSING DATE 
:
14 September 2007

POST 36/117
:
PRINCIPAL CLINICAL PSYCHOLOGIST REF NO: 70045087



Directorate: Mental Health

SALARY
:
R196 815 – R 228 492 per annum (plus benefits)

CENTRE
:
Ekurhuleni District Services

REQUIREMENTS
:
Registration with HPCSA as a Clinical Psychologist. Applicant must be in possession of a Masters Degree in Clinical psychology. Experience in Community Mental Health Services essential, A valid driver’s license.

DUTIES
:
Management of psychological services in the Community. Assist in supervising the permant and Community Clinical Psychology. Work  within the multi displinary team and be able to attend meetings as may be required from time to time. Assessment , treatment, counseling and rehabilitation of children, youth and adults at community facilities in the District. Knowledge of legislation gorverning Mental Health.

ENQUIRIES
:
Mr V Mamatela Tel (011) 876 1795/1802

CLOSING DATE
:
28 September 2007

POST 36/118
:
MIDDLE MANAGER: FINANCIAL ADMINISTRATION AND SYSTEMS REF NO: 70045175

Directorate: Financial Accounting

SALARY
:
R157 686 per annum plus benefits

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
Grade 12 (Mathematics and/ or Accounting) and appropriate qualification, relevant experience. Literacy skills in MS Word, PowerPoint, MS project. Understanding of financial systems and leadership skills.

DUTIES
:
Maintain control over ledger and suspense accounts. Provide reports on monthly basis on uncleared items on the General Ledger. Maintain control over interdepartmental accounts. Perform reconciliations over various financial systems. Assist institutions with financial administration matters. Provide reports on a monthly basis or as requested. Lead and manage a cohesive team.

ENQUIRIES
:
Ms B. Deokaran Tel: 011 355 3041

CLOSING DATE
:
25 September 2007

POST 36/119
:
ASSISTANT DIRECTOR: PHYSIOTHERAPY REF NO: 70045262



Directorate: Physiotherapy

SALARY
:
R 157 686 – 183 066 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Bsc Degree in Physiotherapy or equivalent qualification with 5 years experience. Registration with HPCSA as a Physiotherapist. 5 years experience in health management and 2 years must be managerial. Good verbal and written communication skills as well as financial, project management and leadership skills. Computer literacy (Ms Excel and Ms power Point). Research and analytical skills. High level administrative, co-ordination and organization skills.  

DUTIES
:
Responsible for strategic management and co-ordination of sustainable Physiotherapy service. Co-ordinating all activities in the department, daily administrative duties and service and effective implementation of work procedures as required by the Health Department. Promote and assist in relevant ongoing and new research. Support Human Resource management and development including staff recruitment, retention and performance management and development of staff. Responsible for financial management.

ENQUIRIES
:
Ms. T. Bulmer Tel: (011) 933 8309/ 8818

CLOSING DATE
:
27 September 2007

POST 36/120
:
PRINCIPAL PHARMACIST REF NO: 70045192


Directorate: Allied
SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. 2 years experience post internship. Experience and/or training on aseptic techniques will be an advantage knowledge of the Public Service Financial Practices. Sound knowledge of Batho Pele principles. registered as a tutor for Pharmacist Interns Pharmacist assistants, Computer Literacy.

DUTIES
:
Support pharmacy management in the effective administration of the pharmacy department. Co-ordinate the implementation and adherence to GPP, GMP, and SOP’s. Promote rational drug use and assist with the dispensing of medicines. Management and control of Pharmacy and ward stock. Produce relevant reports. Control and assist in the mixing of chemotherapeutic drugs under aseptic measures. Co-ordinate the in-service and formal training of pharmacist assistant and interns. Perform any legitimate task requested that is necessary for the provision of quality pharmaceutical services.

ENQUIERIES
:
Mr. Victor Oladipupo, Tel (012) 529 3680

CLOSING DATE
:
28 September 2007

POST 36/121
:
CHIEF PROFESSIONAL NURSE IN CHARGE (2 POSTS) REF NO: 70045091



Directorate: P.H.C

SALARY
:
R144 426 – R 153 312 per annum (plus benefits)

CENTRE
:
Ekurhuleni District Health Services (Ramokonopi Mou and Phola Park Mou)

REQUIREMENTS
:
Registration with the South African  Nursing Council (SANC) as a general Nurse, Community Health Nurse and midwife. Diploma in Advanced Midwifery and Neonatal Nursing will be a strong recommendation. A valid driver’s license code EB. Recommendations:  Understanding and knowledge experience in Midwifery. Be able to work under pressure and independently. To have good interpersonal and communication skills.

DUTIES
:
To supervise all the staff allocated to her/him in the MOU. To be in charge of the Midwife Obstetric unit. To conduct in service training for staff. To plan , organize and co-ordinate OPMTCT programme in a unit. To practise according to the department of Health prescipts i.e. PFMA, BCOE, Treasury Regulations Act and 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 compile, interprete and analyse monthly statistics for the unit as to identify gaps and take remedial steps. To ensure safekeeping of equipments and stationery as well as medicines/drugs and their  control.

ENQUIRIES
:
Ms T.G. Marumolo Tel (011) 876 1700/1812

CLOSING DATE
:
28 September 2007

POST 36/122
:
CHIEF PHYSIOTHERAPIST REF NO: 70045263



Directorate: Outpatient Section

SALARY
:
R132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Bsc Degree in Physiotherapy. Registration with the Health profession Council of South Africa as a Physiotherapist. 3 years experience as a Physiotherapist. Will manage Outpatient section. Managerial experience will be an advantage.

DUTIES
:
Supervise junior and senior physiotherapist as well as students. Be responsible for the planning of service provision in the Outpatient section. Manage resource, be responsible for the development of staff (PMDS). Analysis of statistics and quality.  

ENQUIRIES
:
Ms. T. Bulmer Tel: (011) 933 8309/ 8818

CLOSING DATE
:
27 September 2007

POST 36/123
:
LOGISTICAL SUPPORT OFFICER REF 70045097
Directorate: Procurement

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Tertiary qualification or equivalent plus 3 years relevant  experience or grade 12, plus more than 10 years  relevant experience. Extensive knowledge of relevant legislations and asset management policy /guidelines. Supply chain, computer literate, valid driver’s license.

DUTIES
:
Supervise personnel and control over procurement sections. Keep management informed on new development and legislations. Manage the administration of tenders, purchases and quotations. Supervise inspections and control of stock received and dispatched by warehouse. Render support services for use of new equipment. Reconcile accounts and reports with BAS/SAP and BAUD/BAS. Control and authorize expenditure and monitor the relevant budget for procurement. Training and development of personnel. Render HR functions and PMDS. Asset management functions. Completion of monthly reports. Attendance of meetings. Responsible for all correspondence and audit queries for procurement. Recommendations: Knowledge of BAUD/BAS/MEDICOM/SAP.

ENQUIRIES
:
Mr. N. Masgibiri Tel (012) 319 9794

CLOSING DATE
:
28 September 2007

POST 36/124
:
CLINICAL PSYCHOLOGIST REF NO: 70045095


Directorate: clinical psychology

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital
REQUIREMENTS
:
Registered with the relevant HPCSA as a Clinical Psychologist. Experience in a psychiatric setting and training in adolescent Psychology will be a recommendation.
DUTIES
:
Service delivery at Weskoppies Hospital, Clinical and administrative Duties.

ENQUIRIES
:
Dr. J. G. Scholtz Tel: (012) 319 - 9762

CLOSING DATE
:
28 September 2007

POST 36/125
:
CLINICAL PSYCHOLOGIST (2 POSTS) REF NO: 70045093



Directorate: Mental Health

SALARY
:
R132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Ekurhuleni District Services

REQUIREMENTS
:
Registration with HPCSA as a Clinical Psychologist. Application must be in possession of a Master’s Degree in Clinical Psychology. A valid driver’s license.

DUTIES
:
Management of psychological services in community clinics. Assess, treat, counsel, rehabilitate and be able to refer to ensure continuity of care. Assist Clinics to formulate support groups and other projects that can contribute to the rehabilitation of users. Work within a multi disciplinary team. Conduct clinical work with individuals, groups and families. Knowledge of legislation governing Mental Health.

ENQUIRIES
:
Mr V. Mamatela Tel (011) 876 1795/1802

CLOSING DATE
:
28 September 2007

POST 36/126
:
CHIEF PROFESSIONAL NURSE (2 POSTS) REF NO: 70045089



Directorate: P.H.C

SALARY
:
R132 052 – R 153 312 per annum (plus benefits)

CENTRE
:
Southern SDR

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 patients right charter.

DUTIES
:
Perform nursing care duties as laid down in the scope of practise. Render comprehensive Primary Health Care (Promotive, Preventative and Curative). Exersive  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 and 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 T.G. Marumolo Tel (011) 876 1700/1812

CLOSING DATE
:
28 September 2007

POST 36/127
:
SENIOR PROFESSIONAL NURSE (2 POSTS) REF NO: 70045090



Directorate: P.H.C. 

SALARY
:
R116 295 – R 123 456 per annum (plus benefits)

CENTRE
:
Southern SDR

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 resourse Management. Must be prepared to work under pressure. Knowledge of legislations relevant to her scope of practise. Knowledge of Batho-pele principles and patients right charter.

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 T.G. Marumolo Tel (011) 876 1700/1812

CLOSING DATE
:
28 September 2007

POST 36/128
:
PRINCIPAL PERSONNEL OFFICER REF NO: 70045196


Directorate: Human Resource
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Senior certificate and 5 years working knowledge of PERSAL, Good communication skills, computer skills, computer literacy (a competency test may be requested). Must be able to perform under pressure, Good knowledge of the regulatory framework.

DUTIES
:
Supervise subordinates. Manage performance appraisals. Attend to source and select process, Assist clients in queries with regard to all aspects of service Benefits, Assist management in all other Human Resource related functions.

ENQUIERIES
:
Mrs. Ann-Marie Nigrini, Tel (012) 529 3209

CLOSING DATE
:
28 September 2007

POST 36/129
:
SENIOR OCCUPATIONAL THERAPIST REF NO: 70045252


Directorate: Occupational Therapy   

SALARY
:
R106 335 per annum (Plus Benefits)
CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Degree in Occupational Therapy. Registration with the HPCSA as an Occupational Therapy. Recommendations: 2 ½ years of experience in Occupational Therapy in Health Sector. Understanding of current PMDS used in Gauteng Health. Experience in setting up treatment programmes and developing protocols. Managerial experience including supervision of personnel and students will be an advantage. 

DUTIES
:
Assessment and treatment of in and out patients in all fields of Occupational therapy. Development and implementation of programmes, protocols and workshops in this section. Coordination of services in the sections. Responsible for the student training. Administrative duties and record keeping, including financial management of budget in the subsections. Attendance and feedback of allocated meetings. Supervision of Junior Therapist, support staff and students.

ENQUIRIES
:
Ms R. Louw, Tel: (012) 318 6702

CLOSING DATE
:
25 September 2007

NOTE
:
This post is a re-advertisement, previous applicant may still apply.

POST 36/130
:
PROFESSIONAL NURSE REF 70045226
Directorate: Central Wits ( Reg A) 

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS 
:
Degree/ Diploma in Nursing. Registration with the South African Nursing Council (SANC) as a professional Nurse and Midwife.

DUTIES
:
General Ward nursing care.

ENQUIRIES
:
Ms. JM. Buys, Tel 011 488 4312

CLOSING DATE 
:
26 September 2007

POST 36/131
:
COMMUNICATION OFFICER) REF 7004 5184


Directorate: Administration

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital

REQUIREMENTS 
:
Bachelors Degree / Diploma in Communication or Public Relations. Good research and writing skills. The candidate must be able to work on a Page maker, Choral Drawing / Layout Design.

DUTIES
:
Monitor news reports from the media and internet on issues pertaining to and affecting hospital. Formulation and implementation of information strategies in order to promote mutual understanding between hospital, community and NGO’s. Communicate regularly with hospital board members. Attend hospital board meetings. Prepare weekly communication reports. Compile year plan for the hospital. Maintain an ongoing contact with the media and the community. Compile monthly news letters.

ENQUIRIES
:
Ms G. Bogoshi, Tel (011) 489 0306

CLOSING DATE 
:
26 September 2007

POST 36/132
:
ADMINISTRATIVE OFFICER (2POSTS) REF 70045031
Directorate: Medico Legal and Forensic Pathology Services

SALARY
:
R106 335 plus benefits

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
An appropriate Bachelor’s degree or equivalent qualification or a Grade 12 Certificate with extensive experience. Good computer skills, financial management, administrative, organizational, supervision and leadership skills.

DUTIES
:
Oversee administrative tasks in relation to Clinical Medico Legal Services, Prison Medical Services, litigations and administration of the Human Tissue Act. Responsible for the preparation of documentation, agendas and minutes for meetings. Coordinate the filing of documentation, correspondence and report writing in the office. Manage the provisioning, personnel and financial administration in the Sub Directorate. Coordinate administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Execute a wide range of administrative functions in accordance with the strategic plan of the Department. Supervise all administrative staff in the Sub Directorate.

ENQUIRIES
:
Kgomotso Phahladira Tel: 011 355 3493

CLOSING DATE 
:
14 September 2007

POST 36/133
:
CHIEF SECURITY OFFICER REF NO: 70045301
Directorate: Security

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Tertiary qualification with experience or grade 12 with more than 5 years experience. Computer literate. Valid driver’s license. Proven managerial skills.

DUTIES
:
Manage the security function of the hospital, including HR of section. Identify and assist with execution of risk control. Implement security measures. Conduct security investigation and write reports. Maintain security and security risk assessments. Monthly reports. Escort visitors/contractors. Supervise access control. Report defects and breaches. Identify need for security training and arrange for appropriate training. Compile security investigation manuals.

ENQUIRIES
:
Mrs. M Jacobs Tel (012) 319 9701

CLOSING DATE
:
28 September 2007

POST 36/134
:
ADMINISTRATION OFFICER: STATISTICS REF NO: 70045096


Directorate: Patient Administration

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital
REQUIREMENTS
:
Grade 12 plus more than 3 years statistics experience. Knowledge of new Mental Health Care Act. Extensive knowledge of MEDICOM. Computer literate. Experience in a psychiatric hospital will be an advantage.

DUTIES
:
Gather and collate patient information into monthly reports. Admit and discharge patients on information system (medicom). Assist wards in trouble shooting on the Medicom system. Correct and update records keeping of relevant patient statistics. Lock calls to application team. Keeping of reliable tracing and referral system for future reference. Register outpatient visits on trhe information system.

ENQUIRIES
:
Mrs. M Jacobs (012) 319 9701

CLOSING DATE
:
28 September 2007

POST 36/135
:
SENIOR SPEECH THERAPIST REF NO: 70045193


Directorate: Allied
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
A 4 year degree from a recognised university. Registration with the Health Professional Council of South Africa as a Speech Therapist/Audiologist. 2 years appropriate experience.

DUTIES
:
Provide quality and sustainable Speech Therapy and Audiology services according to the standards laid down by the Health Professional Council of South Africa and the Government Policies. Support and supervise allocated staff, to promote the profession and to develop the profession of Speech Therapy and Audiology.(This will include speech language therapy with paediatrics and adult Neurology patients, ENT related cases as well as all aspects of audiology.)

ENQUIERIES
:
Mrs. S. Saleh, Tel (012) 521 3615

CLOSING DATE
:
28 September 2007

POST 36/136
:
SENIOR OCCUPATIONAL THERAPIST REF NO: 70045194


Directorate: Allied
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Tertiary qualification in Occupational Therapy. Registration with the Health Professional Council of South Africa as Occupational Therapist.3-4 years appropriate experience in the field of Psychiatry (full time service in a well established Psychiatric Unit)

DUTIES
:
Render an occupational therapy service in allocated area of work that complies with the standards and norms as indicated by Health policies including the Mental Health Care Act. Implement sectional and provincial quality assurance measures in own area of work. Implement all aspect of allocated financial management tasks as indicated in sectional guidelines and government policies. Participate in the formulation and review of strategies in allocated area of work as required. Supervise allocated students according to agreements with training institution. Participate in continuous professional development and facilitate that of subordinated according to the regulations of the Health Professional Council of South Africa and govern mental regulations in allocated area of work. Manage allocated human resource, including supervision and performance appraisal, according to regulations of the Department, Public Service and Health Professional Council.

ENQUIERIES
:
Mrs. Riana Best, Tel (012) 521 5896

CLOSING DATE
:
28 September 2007

POST 36/137
:
SOCIAL WORKER (2 POSTS) REF NO: 70045264



Directorate: Social work

SALARY
:
R106 335 – 123 456 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
BA Degree in Social science or Social Work. Registration with the South African Council for Social Service Professions. Conversant with African language will be to your advantage.  

DUTIES
:
To render professional quality social work services as a member of a multi professional team in order to promote optimal psycho- social functioning of patients. To liaise with resources in the community, forming a link between the patient, the hospital and the community. To educate the patient and the family about the psychosocial implication of illness.

ENQUIRIES
:
Ms. Thobeka Nkomo Tel: (011) 933 8858

CLOSING DATE
:
27 September 2007

POST 36/138
:
PROFESSIONAL NURSE (7 POSTS) REF NO: 70045092



Directorate: P.H.C

SALARY
:
R93 366 – R 99 108 per annum (plus benefits)

CENTRE
:
Southern SDR

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 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.

ENQUIRIES
:
Ms T.G. Marumolo Tel (011) 876 17010/1812

CLOSING DATE
:
28 September 2007

POST 37/139
:
SECRETARY (5-YEAR CONTRACT) REF 70045201
SALARY
:
R85 362 per annum plus benefits

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
Grade 12, recognised training course, relevant qualification. Good telephone etiquette. Computer literacy and communication skills.

DUTIES
:
Provide Secretarial/ Receptionist support service to the manager. Receive and refer telephone calls to the correct role players. Record appointments and events in the diary of the manager. Provide clerical support service to the manager. Record minutes of the manager where required. Draft routine correspondence and reports. Knowledge of Public Service and departmental prescripts.

ENQUIRIES
:
Ms Lusanda Maqubela Tel: 011 355 3813

CLOSING DATE 
:
25 September 2007

POST 36/140
:
COMMUNICATION OFFICER REF NO: 70045265


Directorate: Public Relation Office

SALARY
:
R 85 362 – 99 108 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
An appropriate Degree/ Diploma. Good writing skills are essential. Must be able to converse well in English. Good communication skills to handle visitors to the hospital. Good organizational skills. Computer literacy would be a recommendation.   

DUTIES
:
Internal and external liaison. Establishing and cultivating good media relations and contacts. Arranging tours of the hospital for the local and foreign visitors.  Information and management duties. 

ENQUIRIES
:
Ms. H. van den Heever Tel: (011) 933 9111

CLOSING DATE
:
27 September 2007

POST 36/141
:
OCCUPATIONAL THERAPIST (3 POSTS) REF NO: 70045195


Directorate: Allied
SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Tertiary qualification in occupational therapy. Registration with the Health Professional Council of South Africa as Occupational Therapist.

DUTIES
:
Render an occupational therapy service in allocated area of work that complies with the standards and norms as indicated by Health policies. Implement sectional and provincial quality assurance measures in own area of work. Implement all aspect of allocated financial management tasks as indicated in sectional guidelines and government policies. Participate in the formulation and review of strategies in allocated area of work as required. Supervise allocated students according to agreements with training institution. Participate in continuous professional development and facilitate that of subordinated according to the regulations of the Health Professional Council of South Africa and govern mental regulations in allocated area of work. Manage allocated human resource, including supervision and performance appraisal, according to regulations of the Department, Public Service and Health Professional Council.

ENQUIERIES
:
Mrs. M.M. Best, Tel (012) 521 5896

CLOSING DATE
:
28 September 2007

POST 36/142
:
SENIOR ADMINISTRATION CLERK: EMS REF NO : 70045204
Directorate: Emergency Medical Services

SALARY
:
R68 955 per annum plus benefits

CENTRE
:
Johannesburg Midrand: EMS

REQUIREMENTS 
:
Grade 10/12 certificate or equivalent and 2 years experience. Computer literacy, good interpersonal relations, communication, writing skills, ability to work under pressure and excellent time management skills. Good computer, office organizational, work organizational and prioritisation skills. Good interpersonal relations. Knowledge of EMS logistic operational functions.

DUTIES
:
The incumbent will be responsible for: Carrying out administration tasks according to the directorate’s framework and guidelines relating to office functions. Record movement of documents in accordance with guidelines and instructions. File documents in an orderly way to ensure easy access. Manage filing and retrieving of information and documents manually and electronically. Typing of letters, memorandums and making photocopies. Vehicle data management. Daily compilation of listed vehicles for licensing with regional offices, vehicle registrations, provide telecommunication services, provide operational and logistic support.

ENQUIRIES
:
Mr. C. Theu / Mr J. Moropodi Tel: 011 355 3251 / 3247

CLOSING DATE
:
25 September 2007

POST 36/143
:
ADMIN CLERK (FMU) REF NO: 70044979

SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
Tshwane /Metsweding Region

REQUIREMENTS
:
Recognized three year Degree / Diploma in Finance or equivalent.  Appropriate extensive knowledge of FMU processes, computer literacy in MS Word, Excel and power Point, the candidate must be bilingual, assertive, organized, analytical and posses excellent interpersonal relations, communication and presentation skills.  The candidate must be familiar with general administrative procedure.  The candidate must have a sound knowledge of general administration procedure, candidate should be committed to work under pressure, and financial background will be an added advantage.

DUTIES
:
Overall administration of documents in the unit.  Monitor expenditure of day to day maintenance and the preparation of monthly report to the Regional Facility Manager.  Consolidation of report for all institutions in the region, manage electronic document tracking and acknowledge receipt of correspondence.  Monitor cash flow, do filing and record minutes.  Answer and screen telephone calls, type/compile presentations.  Arrange meetings and appointments.  Take notes, do typing, keep Deputy Director’s (FMU) diary up to date.  Receive visitors, perform ad hoc duties and maintain request of maintenance stock.  Monthly reconciliation of stock issued to institutions and maintains stock levels.  Monthly stock balances for maintenance stock.

ENQUIRIES
:
Mr.M.G. Kekana Tel (012) 303 9084

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
14 September 2007

POST 36/144
:
FINANCIAL CLERK REF NO : 70045202
Directorate: Management Accounting

SALARY
:
R58 290 per annum plus benefits

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS 
:
A 3-year Degree/ National Diploma in Finance or Grade 12 with Accounting as a subject. Computer literate, communication and administration skills. Knowledge of the Public Finance Management Act (PFMA), Treasury Regulations and Basic Accounting System  (BAS). Ability to analyse financial reports.

DUTIES
:
Assist in ensuring that expenditure reports submitted are accurate, timely, reliable and relevant. Monitor appropriate allocations of financial transactions. Provide assistance to institutions regarding misallocations of financial transactions. Monitor and clear inter responsibility clearing and unallocated accounts. Ensure compliance with monthly deadlines. Maintain proper filing system in the directorate. Handling other administrative related matters.

ENQUIRIES
:
Mr. M. Baytopp Tel: 011 355 3337

CLOSING DATE 
:
25 September 2007

POST 36/145
:
WARD CLERK REF NO: 70045253


Directorate: Nursing

SALARY
:
R49 665 per annum (Plus Benefits)
CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Grade 10 with administration experience or Grade 12. Recommendations: Computer skills will be an added advantage.

DUTIES
:
Documentation of administration of admission, transfer and discharges in the register (TPH57). Arrangement of patient documents. Ordering of ward stock. Attending to telephonic and verbal enquiries. Act as a messenger when a need arise. Perform all other clerical tasks in the unit.

ENQUIRIES
:
Ms T.R.B Seikaneng, Tel: (012) 318 6622

CLOSING DATE
:
25 September 2007

DEPARTMENT OF HOUSING

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 355-2222 

CLOSING DATE
:
21 September 2007

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

OTHER POSTS

POST 36/146
:
DEPUTY DIRECTOR: STRATEGIC PLANNING – REF. 70045245


Directorate: Strategic Planning

SALARY
:
R369 000 per annum (All inclusive package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Knowledge of strategic planning and change management terminology, concepts definitions, techniques. Ability to develop a business vision and strategy. Ability to conduct a successful strategic planning process within a public and development sector context. Proven managerial and innovative skills. Understanding of Public Service Transformation Policies and Processes; Analytical skills; Verbal and written communication skills; knowledge in business plan design and implementation. Apply key strategic planning tools in the involvement of Departmental stakeholders in the strategic change management process. Formulate vision, goals, objective, and operational plans. Understanding of key strategic change process and failure factors within the organization. Provide strategic direction to the business unit and the Department. Knowledge of budgeting processes and the PFMA. Contribute towards building safe, secure and sustainable human settlements.

DUTIES
:
Coordinate, plan, write and facilitate the production of the Departmental Performance Plans, the Annual Reports and the Strategic Plan. Ensure the alignment of MHDP to the GDoH. Create a housing strategy in support of the Global City Region Strategy. Coordinate business unit capacity development in conjunction with HRD. Conduct strategic planning activities. Identify Departmental priorities. Conduct needs analysis of the business unit and the department. Promote good governance. Ensure the development of long and medium term strategic plans. Liaise with consultants. Create briefs for consultants. To provide integrated strategic planning and guidance to the development and enhancement of the departmental programmes. To identify key strategic opportunities from the national and provincial priorities and align to departmental budget. Monitor implementation of strategic plan and operational plan. Approve and submit Quarterly, Annual, Monthly and Special reports. Ensure adherence to the plans of the Sub-directorate. Conduct review of Sub-directorate plans. Coordination with national department on housing related activities and programmes. Formulate planning frame-works that enhances and assist with decision making in the unit. Ensure that the Department’s objectives are achieved. To communicate the Department’s priorities to stakeholders. Ensure the alignment of the Department’s strategic plan to the budget Ensure an integrated approach to service delivery. To monitor progress with the implementation of strategic plans. Facilitate the formulation an appropriate long term strategy for housing in Gauteng for 2009. Develop and review a Departmental Strategic Plan to ensure that the established Departmental priorities are in line with the Geographical Information System.

ENQUIRIES
:
Mr. C. Pitso, Tel. No.: (011) 355-4528

POST 36/147
:
DEPUTY DIRECTOR: VULNERABLE GROUPS DEVELOPMENT – REF. 70045246


Directorate: Strategic Planning

SALARY
:
R369 000. per annum (all inclusive package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Knowledge in the development of the vulnerable groups strategy. Knowledge of provincial strategic priorities Understanding of the Public Service environment, Policies, Regulations and Procedures Familiarity with the Broad Based Black Empowerment (BBBEE) strategy. Identify housing sector stakeholders. Strategic and management skills. Development of KPIs. Knowledge of sector Acts and other policy frameworks. Ability to develop performance measures, monitoring and evaluation mechanisms on sector development strategy and implementation. Verbal and written communication and Public Relations skills. Knowledge in budget planning and monitoring of the budget. Effective management of resources. Analytical skills. Financial Management. Clear understanding of the GPG Five Year Strategic Programme, the Growth and Development Strategy and the Provincial Priorities. Understanding of the needs of various sectors in Gauteng. Identify barriers to black women empowerment and design targeted programmes to increase their representation in the sector strategy. Enhance gender awareness within the sector and promote equity efforts.

DUTIES
:
Develop an integrated Housing Development Women, Youth and Disabled Involvement Strategy. Facilitate and design targeted procurement and enterprise development programmes to increase participation of sectors. Initiate relevant business support initiatives and opportunities to sector development. Generate and supply general information and education programmes on sector development. Identify and initiate normal and disabled-focused training needs.  Establish networking links and partnerships between stakeholders. Influence the changes on percentage allocation to sectors. Review the regulatory frameworks and blockages to sector development. Influence policy change for sector involvement and development. Initiate and maintain on-going contact and discussions with various sectors. Develop concrete intervention mechanisms to improve the economic situations of sectors. Coordinate, monitor and evaluate activities of Professional Resource Groups (PRGs). Develop guidelines on the use of (PRGs) and other consulting firms. Liaise with mentors appointed by the PRGs. Facilitate the development of Skills Development Centres and establish partnerships with existing Multi-Purpose Community Centres (MPCCs). Liaise and establish Youth Desks at municipal level to promote sector strategy. Create the Departmental vision and approach to sector development. Coordinate with national and provincial spheres of government on housing programmes, policies, plans and strategies for sector development. Develop processes and procedures to monitor and evaluate the implementation of the strategy and its programmes. Set targets for development to be achieved. Develop Departmental sector focused communication and outreach programmes. Create a mentor programme for sectors. Create linkages with the Extended Public Works Programme (EPWP) on skills development and other forms of training.  Identify projects for sector participation. Develop approaches to sector involvement.

ENQUIRIES
:
Mr. C. Pitso, Tel. No.: (011) 355-4528

POST 36/148
:
ASSISTANT DIRECTOR: STRATEGIC PLANNING – REF. NO.: 70045247



Directorate: Strategic Planning

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Knowledge of strategic planning and change management processes. Develop concept documents. Have knowledge of research techniques and methodology. Ability to develop the business unit vision and strategy. Ability to conduct a successful strategic planning process. Experience in managerial and innovative skills. Understanding of Public Service Transformation Policies, Regulations and Processes; Analytical skills; Verbal and written communication skills; Development of business plan, design and implementation. Maintain stakeholder relations and participation. Ability to formulate vision, goals, objectives, and operational plans. Events management. Monitoring and evaluation skills.

DUTIES
:
Ensure the alignment of MHDP to the Departmental priorities. Develop objectives, inputs and outputs for the business unit. Coordinate, plan and monitor the Business Unit Budget. Draft memoranda, submissions and report on the activities of the business unit. Write reports. Recording minutes of meetings and write reports. To ensure proper management of Service Providers. To assist with the compilation and circulation of Quarterly, Annual, Monthly and Special reports. To ensure adherence to the plans of the Sub-directorate. Conduct review of Sub-directorate plans. Coordination with National department on housing related activities and programmes. To formulate planning frame-works that enhances and assists with decision making in the unit. Ensure that the Department’s objectives are achieved. To communicate the department’s priorities to stakeholders. Conduct stakeholder workshops. Develop operational plans. Develop and make Power-point presentations.

ENQUIRIES
:
Mr. C. Pitso, Tel. No.: (011) 355-4528

POST 36/149
:
ASSISTANT DIRECTOR: VULNERABLE GROUPS DEVELOPMENT – REF. 70045248


Directorate: Strategic Planning

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Knowledge to develop a sector strategy. Understanding of the Public Service environment, Policies, Regulations and Procedures. Familiar with the national goals on poverty eradication. Familiarity with the Broad Based Black Empowerment (BBBEE) strategy. Ability to identify housing sector stakeholders. Project management skills. Oral and written presentation skills. Strong analytical skills. Report writing, communication and Public Relations skills. Knowledge of government empowerment programmes. Be familiar with the PPP principles.

DUTIES
:
Enhance Women, Youth and Disable Involvement Strategy for the Department. Develop strategic direction on the implementation of the BBBEE programmes. Provide guidance on the allocation of targets for sector 
development. Write reports. Plan and design stakeholder workshops. Coordinate Business Unit activities. Provide strategic direction in the capacitation, monitoring and evaluation of the sector contractors. Conduct research, investigate and identify sectors for engagement and development. Identify stakeholders and to conduct stakeholder needs analysis. Monitor and evaluate progress on sector development. Monitor business unit budget. Write reports. Conduct needs analysis and costing of projects and activities. Conduct mentoring and evaluation functions on the development and implementation of the Housing Sector Development Involvement Strategy. Develop and maintain Database of sectors. Identify projects for sector participation. Develop operational programmes. Encourage and assist sectors to register with the Construction Industry development Board

ENQUIRIES
:
Mr. C. Pitso, Tel. No.: (011) 355-4528

POST 36/150
:
ADMINISTRATIVE OFFICER: STRATEGIC PLANNING – REF. NO.: 70045249


Directorate: Strategic Planning

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Bachelors Degree in Social Science or equivalent. Minimum 2 years in a similar role. Advanced computer Literacy. Knowledge of GPG programmes and government policies. and Frameworks. Strategic leadership skills. Project Management, Results orientation, Problem Solving and Analysis, Advanced verbal and written communication, Change Management Initiatives. Research. Facilitate the development of the unit’s business plan, design and implementation. Knowledge of Departmental stakeholders. Understanding of goals, objectives and operational plans. Time management. 

DUTIES
:
Establish & maintain relationships with stakeholders. Provide strategic support. Processing administrative duties for the sub directorate. Produce Monthly and Quarterly reports. Support the production of the Performance Plan and any other administrative documents as required by the function. Coordinate and manage workshops, meetings. Keep record. Requisition of stationary Management of files and documents. Send out invites. Minutes taking and filing. Attend to queries. Disseminate information. Provide strategic and administrative support to the unit. Promote and coordinate partnerships with communities and various stakeholders. To ensure that resources allocated are efficiently utilized. To ensure adherence to the plans of the Sub-directorate. Conduct review of Sub-directorate plans. Coordination with National department on housing related activities and programmes. Formulate planning frame-works that enhances decision making. Ensure that the Department’s objectives are achieved. To communicate the Department’s priorities to stakeholders.

ENQUIRIES
:
Mr. C. Pitso, Tel. No.: (011) 355-4528

POST 36/151
:
SENIOR ADMINISTRATIVE OFFICER (5 POSTS) – REF. NO.: 70045251



Directorate: Customer Relations Management

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
B Degree/National Diploma with 2 to 4 years relevant experience in the subsidized housing delivery environment.  Knowledge of the National Housing Code, HSS portal, Aktek systems and National Database. Computer, supervisory, communication and performance management skills.  Statistical and report writing skills.

DUTIES
:
Conduct quality assurance in respect of prequalification of beneficiaries.  Conduct quality assurance and continuous inspections in respect of subsidy approval. Approve and decline search exception on HSS portal. Perform overrides of beneficiaries in terms of level 2 on the HSS portal. Provide monthly statistics.  Send and retrieve searches on HSS portal.  Approve search override requests and accept the results. Ensure that documentation received is filed with the relevant application form for audit purposes.  Conduct quality assurance on all the subsidy approvals and minimize audit queries. Update the application results and handle search exceptions. Compile and submit information, statistics for management purposes on a regular basis.  Handle complex queries.  Train and mentor subordinates.  Perform performance appraisals for subordinates.  Maintain good customer relations (internal and external).  Render support to the Municipalities.

ENQUIRIES
:
Ms P Kumalo, Tel. No.: (011) 355-4041

POST 36/152
:
CHIEF ADMINISTRATION CLERK (7 POSTS) – REF. NO.: 70045250


Directorate: Customer Relations Management

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Matric with 2 to 4 years relevant experience in the subsidized housing delivery environment. Knowledge of the National Housing Code, HSS portal, Aktek systems and National Database. Computer, supervisory and communication skills.  Statistical and report writing skills.

DUTIES
:
Monitor subsidy approval process of beneficiaries on the HSS.  Withdraw and cancel beneficiaries on the HSS and National Database.  Perform overrides of beneficiaries in terms of level 1 and HSS portal.  Monitor production process (subsidy approval process) for different regions.  Issue status reports to developers and other stakeholders.  Compile and submit information for management purposes on a regular basis.  Do cancellations of beneficiaries as per request on the Housing Subsidy System and National Database.  Monitor cancellations on NHDB and liaise with beneficiaries about the results thereof.  Handle beneficiary queries for different regions.  Do search overrides per result and submit to the Supervisor for decline or approval.  Maintain good customer relations (internal and external).  Render support to Municipalities.

ENQUIRIES
:
Ms P Kumalo, Tel. No.: (011) 355-4041

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

CLOSING DATE
:
12 September 2007

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

OTHER POST

POST 36/153
:
ADMIN OFFICER: CORPORATE INVESTIGATION REF NO 70044807 



Directorate: Security Management

SALARY
:
R106 335 per annum (Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12. 3 yrs investigations experience. Security Managers course NIA. National Certificate in Security Risk Management or a qualification in Police Practice/Investigation Course SAPS/NIA. Clearance, Code 8 Driver’s license. Computer literate- Word/Excel/Power  Point, Presentation Skills. Report writing skills. Team work/ Leadership skills. Interpersonal relations and communication skills, mediation skills and negotiation skills. Innovative thinking, ability to timeously resolve queries. Ability to work independently, willing to work under pressure. Legal qualification in the following: Law of evidence, Civil Procedure, Criminal Law. Criminal Procedure. Interpretation of statues will be an advantage.

DUTIES
:
Corporate crime investigation. Crime detection. Crime prevention. Information gathering and evidence, evaluation. Attend court proceeds. Liaise with external stake holders e.g NIA/  SAPS etc. Specials Operations.
ENQUIRIES
:
Mr J Moleya Tel (011) 355 7551
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

CLOSING DATE
:
17 September 2007

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

OTHER POSTS

POST 36/154
:
ASSISTANT SOCIAL WORK MANAGER REF NO: 70045181
SALARY
:
R196 815 per annum (Plus benefits)

CENTRE
:
Ekurhuleni Region 
REQUIREMENTS
:
BA Social Work Degree. Registration with the council for Social Services Professionals. Valid driver’s license (Manual). Extensive knowledge in all social work methods and legislation. At least 4 years probation experience. Experience in transformation of the Child and Youth Care System. Computer literacy (Microsoft Word, Power point and Excel)
DUTIES
:
Management of Probation Section (Probation Officers, VAPO’S and APO”).Management of youth awaiting trail. Quality assurance of Probation Services in line with Transformation legislation and policies. Implement, monitor and evaluate Crime Prevention programmes. Develop and manage training programmes for staff. Development section operational plans, job descriptions and monitor work plans of staff. Compilation of monthly statistics, quarterly reports and annual reports. Provide supervision to staff and monitor output. Attendance of management meeting and arrangement of the sectional meeting. Participate in inter sectoral collaboration.
ENQUIRIES
:
Mr Gerhard Coetsee (011) 820 0505

POST 36/155
:
SENIOR SOCIAL WORKER: ADVANCE PRODUCTION (CANALIZATION) REF NO: 70045180
SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Ekurhuleni Region (Germiston) 
REQUIREMENTS
:
A Degree in Social Work with relevant social work experience not less than 4 years. A valid driver’s licence. Registration with the council for Social Work Professions. Knowledge of legislation and policies pertaining to Social Welfare Services. Knowledge of the practical implementation of the Child Care Act, i.e. extension of orders, evaluation of children’s court reports and individual care plans. Ability to co-ordinate and collaborate in an inter-sectoral environment. Supervisory skills. Computer literacy. Ability to write reports. 
DUTIES
:
Manage administrative personnel linked to the statutory services unit. Facilitate designation of children, ensure the implementation and updating of relevant registers, and i.e. place of safety register. Manage and control timeous provision of reports to ensure updated extension orders. Maintain baseline information manually and electronically in respect of all children in the region who have undergone statutory processes. Arrange and chair panel discussions. Undertake training sessions on the Child Care Act. Handle Ministerial Enquiries and International Social Services enquiries. Render assistance with the execution of the functions of the Assistant Director. Supervise and provide training to subordinates. Practice Human Resource Management. Co-ordinate and keep the statistics in the Region.
ENQUIRIES
:
Mr. G Coetsee Tel no: (011) 820 0505

POST 36/156
:
ADMINISTRATION CLERK (AUXILIARY SERVICES) REF NO: 70045179

SALARY
:
R 68 955 per annum (Plus benefits)

CENTRE
:
Ekurhuleni Region (Germiston)

REQUIREMENTS
:
Grade 12 qualification or equivalent. Good computer, office organisational and communication skills. Knowledge of leases and contracts, Knowledge of HRM practises. Good interpersonal relations. Knowledge of the PFMA, Computer literacy. Code 08 manual driver’s licence.

DUTIES
:
Maintain Regional and cluster buildings, liaison with various stakeholders on issues pertaining to accommodation etc. Implementation of Occupational Health and Safety standards as required in terms of Occupational Health and Safety Act (OHSA), Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Render logistical, admin and personnel administration support to the region. Assist with arranging meetings and functions (events management). Write basic letters and reports. Assist with the monitoring of service delivery improvement programmes within the Region.
ENQUIRIES
:
Ms D Motloung: (011) 820-0342

POST36/157
:
ADMINISTRATION CLERK (HR) REF NO: 70045182
SALARY
:
R68 955 per annum. (Plus benefits)

CENTRE
:
West Rand Region (1 post) 
REQUIREMENTS
:
Appropriate education qualification or Grade 12, extensive relevant HR experience, sound knowledge of the following act, Public Service Act, Public Service Regulations, Skills Development Act, PSCBC Resolutions regarding service benefits and HR practices, appropriate knowledge and experience in accounting procedures, Knowledge of BAS (Basic Accounting System) will be an advantage, Knowledge of Financial and Treasury Regulations, Good communication skills (written and verbal) and good computer skills (Ms word and Excel) are essential. Valid driver’s license is essential.

DUTIES
:
Implement and maintain Human Resources policies and practices. Administer the recruitment and selection of Human resources as well as retention of staff.  Provide accurate human resources management  information (data base) and statistics. Administer, implement, maintain establishment. Co-ordinate, control and administer all related functions, performance management and development system and handle Persal enquiries. Draft memos and submissions. Compile monthly statistics and reports. Render human resource advice and guidance to line managers on human resource issues. Monitor performance management systems attached to this post will be normal HR practices, which will include the following: Recruitment and Selection, appointments; transfers; Termination of service; Promotion; Translation of rank; salary adjustment ; personnel movement; Conditions of services. Assist with financial administration matters.  Processing of Regional payments linked to Regional business plans as well as expenditure forecasting and reconciliation. 

ENQUIRIES
:
Mr. S. Mthombeni (011) 950-7782

ANNEXURE P
PROVINCIAL ADMINISTRATION: KWAZULU NATAL

DEPARTMENT OF HEATLH

This department is an equal opportunity, affirmative action employer, whose aim is to promote representativity in all levels in the department.
APPLICATIONS
:
All applications to be forwarded to: Human Resource Department, Stanger Hospital, Private Bag X10609,Stanger, 4450.

CLOSING DATE
:
21 September 2007

NOTE
:
Directions to Candidates: The following documents must be submitted:-*Application form (Z83) *Certified copy of matric certificate, not copies of certified copies. *Certified copies of highest educational qualifications, not copies of certified copies.*Curriculum Vitae  *Certified copies of Identify document, not copies of certified copies. Candidates that do not follow the above directions will be disqualified. Persons with disabilities  should feel free to apply for the post.

OTHER POST

POST 36/158
:
SENIOR FINANCE MANAGEMENT OFFICER – BUDGET & EXPENDITURE REF NO: ST178/2007

SALARY
:
R132 054 per annum 

CENTRE
:
KwaZulu Natal – Stanger Hospital

REQUIREMENTS
:
An appropriate three (3) years Bachelors Degree / National Diploma PLUS *At least (3) three years experience in Financial / Administration / Accounting i.e. budget and expenditure of which one (1) year must be supervisory capacity OR * Senior Certificate (Grade 12) or equivalent PLUS * At least six (6) years appropriate experience in Financial / Administration / Accounting of which 2 years must be in supervisory capacity. 

DUTIES
:
Knowledge, Skills, Training And Competencies Required: *Sound knowledge of Finance as well as relevant Acts and Regulations.  *In-depth knowledge of Basic Accounting System (BAS). * Computer Literacy.  *Knowledge of Treasury Regulations and PFMA. * Knowledge of Basic HR Practices, Labour Relations, negotiations and dealing with conflict.  *Supervisory, communication and interpersonal skills. *Knowledge of Budget and Expenditure Control. *Good organizational, planning, problem solving and team building skills. Key Performance Areas: *Maintain adequate availability and efficient utilization of staff in the finance section. *Develop and manage the budgeting process in the institution in conjunction with hospital management and other stakeholders in line with Department’s strategy on financial management and other applicable prescripts by seeking to administer and co-ordinate the annual budget. *Clearance of suspense account and setting out of debt. *Completion and submission of in-year monitoring schedule to head office.  *Preparing of budget overview for Primary Health Clinics and submission to cash flow committee.  *Provide the Hospital Manager / Chief Executive Officer with financial information that is accurate, concise, reliable and timely to facilitate effective decision making. *Compile, determine, allocate and monitor the institutional budget.  *Implement sound financial management controls to ensure that the hospital remains within its monthly cash flow. *Participate actively in weekly cash flow meetings.  *Guide and assist heads of sections and line managers to manage and control expenditure within allocated budget.  *Ensure compliance to departmental rules, regulations, policies, acts e.g. PFMA etc. 

ENQUIRIES
:
Mr. G. Govender (Tel. 032-4376002)

FOR ATTENTION
:
Mr. G. Govender Tel No.:  032 4376002

POST 36/159
:
SENIOR PHYSIOTHERAPIST REF. ST142/2007
SALARY
:
R106 335 per annum plus scarce skills

CENTRE
:
KwaZulu Natal – Stanger Hospital

REQUIREMENTS
:
Bachelor’s Degree in Physiotherapy PLUS *Current registration as a Physiotherapist with HPCSA PLUS *Minimum one (1) year experience as a Physiotherapist.

DUTIES
:
Knowledge, Skills, Training And Competencies Required: *Sound knowledge of Physiotherapy diagnostic, assessment and treatment procedures and equipment. *Knowledge of institutional administrative tasks and duties / ethical code and scope of practice, relevant acts, policies and regulations, Health and Safety and Infection Control procedures. Good communication skills.*Problem solving and analytical skills in patient care.*Clinical competence.*Basic computer literacy skills. Key Performance Areas: *Plan, implement, evaluate, modify and progress appropriate treatment programmes.*Supervision of Junior Physiotherapists and other support staff. *To deputize and perform all functions of the Chief Physiotherapist.*Initiate community programmes and render outreach services.*Assist in the development of departmental policies and procedures.*Liaise with multi-disciplinary professionals and function within a multi-disciplinary team.*Assist in the planning and implementation of quality improvement programmes.

ENQUIRIES
:
Mrs. M. Velan (Tel. 032-4376072)

FOR ATTENTION
:
Mrs. M. Velan, Tel 032 4376072

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
CLOSING DATE
:
As stipulated below each advertisement

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

OTHER POSTS

POST 36/160
:
DEPUTY MANAGER: INSTITUTIONAL SUPPORT (REF. P 230/2007)
SALARY
:
R369 000 per annum (Inclusive flexible remuneration package)

CENTRE
:
Public Transport Regulatory Authority, Pietermaritzburg

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree / National Diploma in Social Science; plus  *A minimum of 3 years’ management experience / relevant experience in a Public Transport environment; plus  *Possession of a valid driver’s licence (minimum Code B). KNOWLEDGE, SKILLS, TRAINING AND COMPETENCIES REQUIRED: *Knowledge of Public Transport legislation and prescripts i.e. National Land Transport Transition Act (NLTTA) and the KZN Public Transport Act.  *Knowledge of Public Service legislation.  *Managerial skills.  *Computer literacy.  *Communication (verbal and written) and presentation skills. *Problem solving and decision making skills.  *Leadership skills.  *Ability to interpret and apply policy. *The ideal candidate should be honest, reliable, innovative, creative and teamwork orientated.

DUTIES
:
Manage and monitor conflict management mechanisms by providing management information relating to the status of conflict and resolution interventions. *Manage the overall assessment throughout the Province. *Ensure the compliance and application of appropriate and equitable standards. *Ascertain and facilitate the implementation of standards to improve levels of professionalism and governance.  *Manager the resources of the component.

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

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
21 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. It is the intention of this Department to fill this post with a person from the disabled community or an African female.

POST 36/161
:
SENIOR ADMINISTRATIVE OFFICER (REF. NO. P 231/2007)
SALARY
:
R132 054 per annum

CENTRE
:
Road Traffic Inspectorate, Rossburgh

REQUIREMENTS
:
A Senior Certificate; plus a minimum of 3 (three) years clerical / administrative experience; plus a valid drivers license (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Knowledge of Procurement / Financial matters and knowledge on policies / rulings / Regulations / acts / practice notes / delegations / processes. *Knowledge of Budget / revenue / cash flows / expenditure. *Knowledge of personnel and general administration matters i.e. Public Service Act and Regulations, Labour Relations Act, Employment Equity Act, Basic Conditions of Employment Act and Skills Development Act. *Computer literacy.  *Figure orientated / numeracy / basic accounting skills. *Report writing and formulation skills.  *Ability to interpret and apply policy.  *Organization (pinpoint important / urgent tasks) skills.  *Sound human relations skills.  *Procedural knowledge relating to general office administration and reporting procedures and work environment.  *The ideal candidate should be responsible, tolerant, patient, attentive and punctual. *He / she should also be conscientious, teamwork orientated, honest, reliable and innovative.
DUTIES
:
Control and manage Procurement and Financial matters at the station.  *Control and manage staff within area of responsibility.  *Control / manage Human Resources / personnel matters.  *Control and manage General Administration matters.  *Ensure that the relevant sections (Renewals / Eye test, Cashiers, Helpdesk / General Admin, PRDP and Card Collections) provide effective and efficient service to colleagues, management and the public.

ENQUIRIES
:
Mr K Naidu Tel. No.: 031 – 465 1684

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
21 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. It is the intention of this Department to fill this post with a person from the disabled community or an African female.

POST 36/162
:
CHIEF INDUSTRIAL TECHNICIAN (REF. NO. P232/2007)
SALARY
:
R132 054 per annum 

CENTRE
:
Cost Centre, Port Shepstone: Area Office Umzumbe

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil  Engineering or equivalent qualification; plus *A minimum of 3 years appropriate experience gained after the successful completion of the Bachelor’s Degree / National Diploma in Civil Engineering or equivalent qualification, plus* A valid Code EB Driver’s licence. Knowledge, Skills, Training And Competencies Required:  *Knowledge of budget, expenditure and business plans.  *Knowledge of legislation, policy, regulations, procedures and methods pertaining to the Public Sector.  *Knowledge of project management. *Working knowledge of administrative procedures. *Knowledge of procurement process. *Knowledge of technical matters in civil engineering environment. *Knowledge of construction and management. *Project management skills. *Conflict management skills. *Good negotiation and facilitation skills. *Computer literacy. *Verbal and written communication skills. *Public speaking skills. *Presentation and facilitation skills.  *Planning and organizational skills. *Interpersonal skills.  *Ability to chair meetings.  *Good organization, management and leadership skills. *The ideal candidate should be committed to organizational values, be a team builder, responsible, conscientious, patient and lead by example. *He / she should also be receptive to ideas and suggestions, believe in fairness and have the ability to exercise tactfulness.

DUTIES
:
*Provision of advice and assistance with regard to technical related matters to staff in order to develop and execute business plans in line with the departmental strategy.  *Assist the Area Manager in so far as to manage the financial resources and utilization of various resources to stay within the budget.  *Supervise / Manage materials and services efficiently (Quality Control). *Provide mentorship to the Vukuzakhe contractors as well as the in house teams.  *Assist in the control and maintenance of computer based information systems thereby providing accurate and timeous information.
ENQUIRIES
:
Mr H Manders Tel. No.: 039 – 682 0124

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
24 September 2007

NOTE
:
It is the intention of the department to fill this post with a person from the disabled community or a female

POST 36/163
:
SENIOR TRAINING OFFICER (REF NO P229/2007)
SALARY
:
R132 054 per annum

CENTRE
:
(Materials Training Division) Head Office, Pietermaritzburg

REQUIREMENTS
:
Diploma/certificate plus a minimum of 3 year technical /scientific experience. *A valid driver’s licence (minimum code B). Knowledge, Skills, Training And Competencies Required: *Understanding of Departmental Policies, Strategies, Standards and Procedures. *Knowledge of Occupational Health & Safety Act, Skills Development Act, Labour relations & Public Service Regulations. *Knowledge of Public Service reporting and procedures and work environment.  *Knowledge of procurement policies, procedures and guidelines. *Knowledge of road building materials testing including but not limited to sieve analysis, CBR, PI, MOD, Concrete strength etc.  *Knowledge of materials laboratory management.  *Knowledge of materials quality control methods and procedures.  *Operation of materials testing equipment.  *Knowledge and experience within a technical environment.  *Teaching and lecturing skills.  *Experience within a civil engineering training environment would be an advantage.  *Knowledge of SAQA and the NQF would be an advantage.  *Knowledge of SETA training requirements would be an advantage.  *Computer literacy (Microsoft Word, Excel, Powerpoint, Outlook, Internet).  *Well developed verbal and written communication skills including the ability to network. *The ideal candidate should be a logical and innovative thinker and have proven organisational and planning skills.  *He/she should also have the ability to work in a team, have a positive attitude, be accurate, honest, reliable, co-operative, courteous and professional.

DUTIES
:
Ensure a well trained workforce by assessing training needs, co-ordinating and facilitating training, moderating and assessing trainees to meet the Departmental, SAQA and CETA’s standards and requirements.  Assist with the development of relevant training programmes and training material that is up to date with departmental methods and standards and according to T² set standards and in line with SAQA and CETA’s requirements. *Manage the materials laboratory training venues. *Research and determine the most efficient and effective work procedures and methods from a technical point of view to achieve Departmental goals and objectives and to stray abreast of new technologies to ensure training provided is current and up to date. *Monitoring external service providers conducting training for the Training Centre.

ENQUIRIES
:
Mrs J Blunt Tel. 033-355 8615 

FOR ATTENTION
:
Mrs S M Nell

CLOSING DATE
:
28 September 2007

NOTE
:
it is the intention of the department to fill this post with a person from the disabled community or an african or indian female

ANNEXURE Q
PROVINCIAL ADMINISTRATION: MPUMALANGA

MPUMALANGA PROVINCIAL LEGISLATURE

The Mpumalanga Provincial Legislature is an equal opportunity, affirmative action employer. 
APPLICATIONS
:
The Human Resource Manager, Mpumalanga Provincial Legislature P/Bag X11289, Nelspruit, 1200 or Delivered to: Building No 1, Mpumalanga Government Complex, Riverside Park, Nelspruit

ENQUIRIES
:
Ms Kagiso Mashile 013 766 1181 / 08
CLOSING DATE
:
17 September 2007

NOTE
:
Applications must be submitted on form Z83 obtained from any Public Service Department and should be accompanied by certified copies of recognized qualifications, ID document and comprehensive CV. No faxed application will be considered. Applications received after the closing date will not be considered. If you have not been contacted within three (3) months of the closing date of this advertisement, please accept that your application was unsuccessful

MANAGEMENT ECHELON
POST 36/164
:
EXECUTIVE MANAGER: PARLIAMENTARY SUPPORT SERVICES REF.NO.MPL/0037
SALARY
:
R591 510 per annum (fully inclusive remuneration package). The successful candidate will be required to enter into a performance agreement.

CENTRE
:
Nelspruit 

REQUIREMENTS
:
The Mpumalanga Provincial Legislature is looking for a dynamic, innovative and experienced candidate to provide leadership and management in the Parliamentary Operations and to ensure that the Division discharge its duties as it relates to the core business of the Legislature. The incumbent will manage a team of managers from the following sections: Parliamentary Operations, and Parliamentary Services. In consultation with the Secretary the incumbent will also input into the visioning and strategic management of the Legislature. The ideal candidate is a results-driven, customer-focused strategist who has planning and organisational, as well as written and verbal communication skills. He/She is innovative, resource driven, can handle conflict and develop people. Possession of a Bachelor’s degree or equivalent qualification is the minimum requirement for appointment.

DUTIES
:
Key Performance Arrears: Management and co-ordination Develop and implement administrative, communications and other systems. Oversee the staffing by people of the required calibre and monitor their performance on a continuous basis, facilitate the development and train staff General administration and management: Ensure that quality Committees reports are produced timeously and circulated to Members. Perform quality assurance on the produced Committees reports and verbatim reports  Ensure that Committees’ resolutions and recommendations are followed and implemented. Ensure that quality verbatim reports are produced timeously and circulated to Members. Ensure that the interpretation and translation services is provided. Ensure that the public education and public hearings programmes are well organised. Ensure that the recommendations from the petitions committee are followed and implemented. Ensure that there is co-ordination of activities between the Sub-Divisions as well as with other Divisions. Maintain a sound working relationship with MPLs, Staff and Managers. Ensure the programme of the Legislature is compiled and circulated to all the stakeholders. Ensure that the amended programme is circulated and that all the stakeholders are informed accordingly. Inform the Secretary of critical incidents/stages of the legislative process. Ensure sound financial and risk management systems and controls, contemporary human resources management practices, efficient information management services, as well as effective co-ordination of activities in the Divisions and among other Components. Maintain a sound working relationship with other stakeholders.

POST 36/165
:
SENIOR MANAGER: PUBLIC AFFAIRS REF.NO.MPL/0038
SALARY
:
R502 725 per annum (fully inclusive remuneration package). The successful candidate will be required to enter into a performance agreement.

CENTRE
:
Nelspruit 

REQUIREMENTS
:
The Mpumalanga Provincial Legislature is looking for a dynamic, innovative and experienced candidate to provide leadership and management in the Public Affairs division. The incumbent will manage staff in the division, and give input in the formulation of the vision and strategic management of the Legislature. The ideal candidate should be result driven, customer focused and a strategist who has planning and organising skill, as well as extensive written and verbal communication skills. He/She should be innovate and resource driven individual, can manage conflict and development of people who report to him/her. The position of a Bachelor’s degree or equivalent qualification is the minimum requirement for appointment. The ideal candidate should be computer literate in the MS Office package (Word, Excel, Power-point etc), and must also have extensive media liaison and marketing skills. 

DUTIES
:
Key Performance Areas: Management and Co-ordination: Develop and implement communication and other administrative systems. Oversee the staffing of the division as well as to manage their performance and development. General administration and management Develop and produce monthly and quarterly newsletter. Liaise with media and produce media reports. Develop and implement effective media, marketing and communication strategies. Develop and implement sound, effective and efficient administrative systems and procedures .Monitor media reports and advice the Speaker and the Secretary of the Legislature accordingly. Provide public and media relations and manage public participation, education and petitions. Maintain a sound working relationship with Members of the Provincial Legislature, Managers, staff and other stakeholders. Develop and maintain a positive image of the Legislature. Develop a strategic plan for the office and manage the budget and resources allocated.

OTHER POSTS

POST 36/166
:
DEPUTY DIRECTOR: LEGAL SERVICES REF.NO.MPL/0039
SALARY
:
R311 358 per annum (all inclusive remuneration package). The successful candidate will be required to enter into a performance agreement.

CENTRE
:
Nelspruit 

REQUIREMENTS
:
The successful candidate should be in a possession of a Law degree or equivalent, coupled with proven experience as an Attorney or as a legal advisor for a public or private institution.  Good communication and human relation skills are also a requirement. Ability to work in a team and under pressure. Proven experience in Constitutional matters, Parliamentary practices and procedures, drafting of legislation and opinions. The ideal candidate should be computer literate in the MS Office package (Word, Excel, Power-point, etc) The ideal candidate should be result driven, customer focused and should possess planning and organising skill, as well as extensive written and verbal communication skills. 

DUTIES
:
Key Performance Areas: The appointee will be involved in providing Legal services to the Legislature by doing the following: Provision of legal advice, drafting legal instructions such as legislation and contracts and advising on litigation. He / She will also expected to carry out the following tasks: Draft legislation with respect to Legislature matters. Conduct legal and procedural research. Draft contracts and service level agreements on behalf of the Legislature. Liaise with State Attorneys. 

POST 36/167
:
DEPUTY DIRECTOR: SECURITY MANAGER REF.NO.MPL/0040
SALARY
:
R311 358 per annum (all inclusive remuneration package). The successful candidate will be required to enter into a performance agreement.

CENTRE
:
Nelspruit  

REQUIREMENTS
:
An appropriate 3 year diploma/ degree applicable to safety and security management disciplines, coupled with relevant NIA security management course with five years security working experience, of which three years has been gained in practical security management environment. The following will serve as recommendations: Management experience. Knowledge of the MISS and other relevant applicable security legislation and regulations. Effective communication skills ( written and verbal) at all levels). Report writing and presentation skills. Planning, organisational, relationship and conflict management skills. Detection, analytical thinking, decision making and motivational abilities. Willingness to successfully attend prescribed training courses. Valid South African  driver’s licence. Preparedness to travel and work irregular and long hours. Expected to work overtime. Preparedness to sign an oath of secrecy and disclose a security clearance.

DUTIES
:
Key Performance Areas: Develop, implement, evaluate and manage physical and other related security functions. Manage the total security functions, including  physical, personnel, document, communication, IT security, security investigations, surveillance and Legislature counter intelligence. Manage event security control management. Performance and develop physical security risks assessment processes, such as threat and risk assessment, appraisals and security audits. Respond to physical security incidents. Develop security policies and procedures. Ensure implementation of minimum information security standard (MISS), including facilitating vetting and security clearance requests. Assess the impact of incidence and make recommendations. Conduct investigations into security breaches and maintain incident tracking database. Conduct physical security awareness and training programmes. Provide physical security management reports on all projects and initiatives. Assist in delivering required physical security services in all forms to the Legislature and  related contactors. Interact with security and law enforcement agencies and relevant external and internal organisations and authorities. Implement and manage Occupational Health and Safety programmes. Manage security staff and their capacity issues. literate in the MS Office package (Word, Excel, Power-point, etc) The successful candidate must disclose to the Secretary of the Legislature of all his/her registered financial interests.

POST 36/168
:
DEPUTY DIRECTOR: PUBLIC RELATIONS AND MARKETING REF.NO.MPL/0041
SALARY
:
R311 358 per annum (all inclusive remuneration package). The successful candidate will be required to enter into a performance agreement.

CENTRE
:
Nelspruit  

REQUIREMENTS
:
An appropriate 3 year diploma/ degree in communication/marketing/public relations or equivalent qualification with three year working experience in those fields. Sound knowledge in photography and videography An analytical thinker with corporate communications, event management, writing and project management experience, who can. Excellent communication skills (written and verbal) and should be computer literate. The ability to work under pressure and should be willing to travel. A valid driver’s licence is also required.

DUTIES
:
Key Performance Areas: Assist the senior manager of the broad communication strategy for the Legislature,  within an efficient and effective framework. Develop and implement a public relations and marketing strategy. Design and implement a revitalisation plan, to  ensure a fully operational souvenir shop, in line with the objectives of management. Monitor and ensure timeous compilation, publication and distribution publications. Development of content for various products   and platform to effectively reach out to internal stakeholders in the Legislature and the publc, through newsletters, publications, intranet,  notice boards, plasma screens and the web site Organise and support approved Legislature events. Develop an annual Legislature events calendar.

POST 36/169
:
RESEARCH AND POLICY ANALYST REF.NO.MPL/0042
SALARY
:
R132 054 per annum 

CENTRE
:
Nelspruit 

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in Social sciences or Commerce is a requirement. He/She must have extensive knowledge and appropriate experience on research matters pertaining to Legislatures or the Public Service; must be familiar with various research and written methods, especially those used in social research; must possess excellent verbal and written communication and networking skills; must have the ability to write quality reports and pay attention to details; should possess above average computer skills; must have good interpersonal skills; must be able to work under pressure; must have a valid drivers licence. 

DUTIES
:
Key Performance Areas: Render efficient and effective commissioned research services to committees and business units. Conduct research and policy analysis on Provincial Department’s budget speeches, annual reports and strategic plans. Conduct proactive research on the Constitutional mandate of the Legislature. Provide policy development services. 

ANNEXURE R

PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

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

OTHER POST

POST 36/170

CHIEF PHARMACIST REFERENCE: H07/167

SALARY
:
R196 815 per annum plus 12 % Rural Allowance and 15 % Scarce Skills Allowance

CENTRE
:
De Aar, Pixley Ka Seme District

REQUIREMENTS
:
A Bachelor’s Degree in Pharmacy with more than 10 years experience.   Registration with the South African Pharmacy Council as a Pharmacist.  Computer literacy.  Knowledge of all aspects of Pharmacy Services, the National Drug Policy, Essential Drugs, ARV services and the laws related to Pharmacy.  Valid Code 8 driver’s licence. 

DUTIES

The successful candidate will have the following responsibilities/duties:  Ensure quality pharmaceutical care in the District.  Will be accountable for Drug Supply Management.  Advise the District Manager and Management of hospitals and clinics on the pharmaceutical budget and expenditure, procurement of drugs, cost effectiveness and to ensure that optimal levels are maintained at all times.  Check and control orders for medicines and surgicals for the hospitals and clinics in the District.  Compile estimates and statistics in terms of drug usage and surgicals.  Control over the ordering of Schedule 5, 6 and 7 substances and ARV drugs.  Oversee the total pharmaceutical component of the ARV Programme. Ensure compliance with the EDL.  Training of pharmacy support personnel and nursing staff.  Ensure implementation of work procedures, policies and guidelines.  Any other duties or responsibilities incidental thereto.

ENQUIRIES
:
Ms M Eckard Tel. (053) 631 1575

APPLICATIONS
:
The District Manager, Pixley Ka Seme District, P O Box 647, DE AAR, 7000

FOR ATTENTION
:
Ms M Eckard
CLOSING DATE
:
21 September 2007
POST 36/171
:
DISTRICT MONITORING OFFICER: TB/HIV CO-ORDINATOR (2-YEAR CONTRACT POST – RENEWABLE) – 2 POSTS

SALARY
:
R141 582 per annum (All inclusive)

CENTRE
:
Pixley Ka Seme District (1 Post) Pixley Ka Seme H07/165



Namaqualand District (1 Post) Namaqualand H07/166

REQUIREMENTS
:
A three-year Bachelor Degree or Diploma in the Health Sciences field, Information Management or equivalent qualification with between 2 and 5 years experience. Knowledge and at least one year’s experience in Health Information Systems (data collection, collation, validation, analysis and reporting). Good interpersonal and communication (written and verbal) skills. Research and co-ordination skills.  The ability to work independently.  Computer literacy.  A valid Code 08 driver’s licence.  

DUTIES
:
Ensure reliable collecting, collating, validating and analysing of health data particularly TB, HIV and related programmes at district level.  Support activities to improve the quality of Health Information Systems in the districts.  Provide support for the Information Management process of HAST and other programmes.  Conduct surveillance and surveys, notification of diseases at district and sub-district level. Bridge the gap between data collection and programme intervention.  Assist in the preparation of presentations and reports to the District Management Team, Province and National that will be used for effective decision-making.

ENQUIRIES
:
Ms T Naicker Tel. (053) 830 0617

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

FOR ATTENTION
:
Ms Z P P Tantsi

CLOSING DATE
:
21 September 2007
PROVINCIAL TREASURY

APPLICATIONS
:
The Head of Department, Northern Cape Provincial Treasury, Private Bag X5054, Kimberley, 8300 

FOR ATTENTION
:
Ms G E Mhlongo

CLOSING DATE
:
14 September 2007

OTHER POST

POST 36/172
:
ADMINISTRATIVE CLERK: REF. NO: NCPT/2007/44

SALARY
:
R68 955 – R 80 058 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
Senior certificate with appropriate experience in office administration. Excellent organisational, coordination and time management skills. Good communication skills, interpersonal sensitivity, flexibility and creativity. Proven working experience in Ms Word, Excel, PowerPoint and Outlook. Able to work under pressure and independently. Ability to pay attention to detail. Knowledge of government systems, procedures and processes.

DUTIES
:
Render efficient general administrative support functions to the directorate. Coordinate workshops, schedule meetings, provide secretarial support at meetings, coordinate reports. Control and manage the filing of records/documents, faxing, photocopying, and binding. Handling routine correspondence and enquiries.  Coordinate travel and accommodation arrangements, Maintain a good document and record management system for the directorate.  Type letters and memorandum.  Procurement of office equipment and stationary for the directorate.

ENQUIRIES
:
Mr M.S. Phera @ (053) 830 8323

ANNEXURE S
PROVINCIAL ADMINISTRATION: WESTERN CAPE

THE DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

The Department of Environment Affairs and Development Planning is an equal opportunity employer and committed to rendering an effective and efficient service. The Department intends to promote representivity with the filling of the post. Kindly indicate gender, race and disability status to facilitate the process.
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APPLICATIONS
:
Department of Environmental Affairs and Development Planning Private Bag X9086 Cape Town 8000

FOR ATTENTION
:
Ms L Reid

NOTE
:
This advertisement must be brought to the attention of all personnel in excess, including those on leave. Applications on form Z.83, accompanied by a detailed CV , must be forwarded to the address as indicated below each post.  CV’s will not be returned.  This post will be filled in compliance with Article 11 of the Public Service Act, 1994, as amended and in accordance with this Departments Employment Equity Plan taking into account the gender targets.  Excess staff will receive preference and an indication in this regard will be appreciated.  People with disabilities are also welcome to apply and an indication in this regard will be appreciated. The reference number and name of the post must be indicated on your application and CV.  No application will be considered without it. Strong consideration will be given to excess employees. Excess staff must kindly indicate as such on Z83. Candidates who do not comply with the qualifications as advertised but who are nonetheless absorbed in the occupational class concerned, are deemed to possess such a qualification. Applications which are received after the closing date will not be considered.  If written applications cannot be forwarded timeously, the candidature of the applicants must be reported telephonically before or on the closing date to the relevant department. The application documents should then immediately be forwarded in the prescribed manner. No faxed, e-mailed or late applications will be considered. The Department will only communicate with short-listed candidates who have been selected for interviews. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these checks. It will be expected of candidates to be available for selection interviews on a date and time as determined by the Department. No CV’s will be returned. Applications with reference number clearly indicated must be completed on form Z83 (available at any government department), accompanied by a comprehensive CV that addresses the requirements and recommendations of the post, as well as certified copies of documentation (ID, scholastic, driver’s license as well as highest educational qualification) and sent to:

OTHER POSTS

POST 36/173
:
HUMAN RESOURCE DEVELOPMENT OFFICER (2 POSTS) DEVELOPMENT AND TRANSFORMATION MANAGEMENT REFERENCE NO: F/07/023

Directorate: Human Resource Management and Shared Logistical Services

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

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this position is an appropriate, recognized Bachelor’s degree or equivalent qualification in Human Resource Development. The following will serve as specific requirements: a minimum of 3 years relevant experience in a Human Resource Development environment. The following will serve as recommendations: ( good communication skills in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape (verbal and written) ( excellent human relations and interpersonal skills ( research skills, the ability to interpret and implement directives ( ability to work under pressure and to display initiative ( knowledge of Human Resource Development prescripts as well as relevant legislation ( computer literacy (MS Word, Excel, Access, PowerPoint, GroupWise, Internet and PERSAL) ( a valid code 08 driver’s licence. 

DUTIES
:
The successful candidate will be responsible for: ( giving effect to the National Skills Development Strategy ( facilitate and develop induction programmes ( bursary administration ( the co-ordination and administration of all training matters ( rendering a secretarial function to the Workplace Skills Development Committee ( administer applications of the various human resource development policy prescripts ( develop and implement policies regarding human resource development ( administer tasks associated with the section and ensure that the databases are updated.  

ENQUIRIES
:
may be directed to Ms L Meyer, Tel. (021) 483 2734 

CLOSING DATE
:
14 September 2007

NOTE
:
These posts will be advertised in the Weekend Argus, Die Burger, PSVC and EADP Bulletin and will be filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 36/174
:
GIS SPECIALIST (SEVERAL POSTS) REF F/07/005(B)
Directorate: Strategic Environmental Management 

Sub Directorate: Information Services 

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

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a Tertiary Qualification (National Diploma or Higher Diploma (T/N Stream), B Tech Degree or Degrees with Cartography and/or Geography and/or Information Systems as major requirements with appropriate working experience in Geographical Information Systems field. The following will serve as requirements: ( knowledge of Geographical Information Systems (GIS), specifically Arcview and ArcGIS and related extensions e.g. MrSID and Erdas ( Spatial Data Design and Management skills ( knowledge of Spatial Data Infrastructure Act and prescripts, Provincial IT and information related policies, regulations and standards ( cartographic and presentation skills ( sound interpersonal and communication (written and verbal) skills ( computer literacy in GIS (ESRI products) and MS Office ( a valid driver’s license. 

DUTIES
:
The incumbent will render a geographic information service to internal and external clients which includes the design and compilation of GIS generated maps, the capturing, converting, analysis and supply of spatial data in different formats, the gathering of spatial data from other sources ( undertake projects to deliver information products ( investigate and research new technology developments in the spatial information environment ( assist departmental projects and policies utilizing GIS technology ( undertake municipal visits and provide guidance, advice and basic GIS assistance to officials ( assist with GIS marketing and information sessions/events ( undertake GIS technology presentations at awareness campaigns.

ENQUIRIES
:
may be directed to Mr A Damane Tel. (021) 483 2138 / 483 4440

CLOSING DATE
:
25 September 2007

NOTE
:
These posts will be advertised in the Weekend Argus, Die Burger, PSVC and EADP Bulletin and will filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 36/175
:
CHIEF RECRUITMENT OFFICER REF F/07/021
Directorate: Human Resource Management and Shared Logistical Services 

Sub-Directorate: Employee Services

SALARY
:
R106 335 per annum In addition to the salary mentioned below, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a Degree or equivalent qualification in Human Resource Management and/or Grade 12 with more than 5 years extensive experience in Human Resource Management Field. The following will serve as recommendation: ( Sound Knowledge of PERSAL, CORE, Public Service Act, Public Service Regulations, Collective agreements and all relevant legislation, policies and procedures within the Human Resource Field ( Good communication skills in at least two of the three official languages of the Western Cape and report writing abilities ( Computer literacy (PERSAL, MS Word, Excel, PowerPoint) ( Supervisory skills ( a Valid driver’s licence ( Ability to work under pressure, plan, organise and manage several tasks and a high work volume simultaneously ( Ability to solve problems and prioritise ( Good administration and organisation. 

DUTIES
:
The successful candidate will be responsible for: ( Ensure compliance and implementation of Policies and procedures ( Render support and advice regarding applicable legislation, procedures, requirements and general prescripts to management and employees in the Department ( Ensure efficient and effective administration of the recruitment and selection process ( Effective secretariat services ( Placement of advertisement in the internal and external media ( Maintain and update databases regarding Recruitment and Selection ( Render salary Administration pertaining to the appointment processes ( Manage Human Resources and supervision staff ( Provide training to employees in the Department on Recruitment and Selection processes.

ENQUIRIES
:
may be directed to Ms AL De Vries, Tel (021) 483-2732.

CLOSING DATE
:
17 September 2007

NOTE
:
This post will be advertised in the PSVC and EADP Bulletin and will be filled in accordance with section 11 of the Public Service Act, 1994, as amended.

DEPARTMENT OF HEALTH

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

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

OTHER POSTS

POST 36/176
:
ADMINISTRATIVE OFFICER: PROVISIONING-PROCUREMENT LOGIS)



(Associated Psychiatric Hospitals)

SALARY
:
R106 335 per annum.

CENTRE
:
Valkenberg Hospital, Observatory

REQUIREMENTS
:
Senior certificate (or equivalent). Extensive knowledge and experience of the Logis System. Extensive knowledge of Supply Chain Management. Valid Drivers license. Computer literacy in MS Word and MS Excel. Recommendations: Strong supervisory skills will be as added advantage. Ability to work independently. Ability to function under extreme pressure. Ability to handle a high work volume and meet strict deadlines. Ability to prioritise and organise work. Good administrative and organisational skills. Mathematics or Accoutancy as a passed subject.

DUTIES
:
Function as the System Controller. Support hospital with regards to LOGIS. Re-organize and manage the stores in line with Supply Chain Management and relevant government service procedures. Control of all assets with regard to maintenance of the asset register. Function as Loss Control Officer. Inventory control and stocktaking. General procurement and risk management. Supervision of subordinates.

ENQUIRIES
:
Ms D du Plessis, tel.no. (021) 440-3302.

APPLICATIONS
:
The Senior Medical Superintendent, Valkenberg Hospital, Private Bag X1, Observatory, 7935.

FOR ATTENTION
:
Ms C Daniels

CLOSING DATE
:
5 October 2007

POST 36/177
:
SENIOR LIBRARIAN FOR RESOURCE REFERENCE SPECIAL LIBRARY



Directorate: HIV/AIDS/STI/TB 

SALARY
:
R 106 335 per annum. 

CENTRE
:
(AIDS Training, Information and Counselling Centre, Plumstead)

REQUIREMENTS
:
Minimum qualification requirement is an appropriate, recognised Bachelor’s Degree or postgraduate Diploma, in Library Science. Experience in a research environment, managing a special library. Computer, email and internet literacy. Excellent organisational ability. Good verbal and written skills. Proficiency in English. Ability to take initiative and creative ability. Ability to work well in a team as well as independently, in collaboration with the ATICC Manager.  Willingness to complete ATICC HIV/AIDS Training Courses. Valid driver’s licence (card) (certified copy).  Recommendation: Familiarity with website design.

DUTIES
:
Managing the resource/reference library which includes: Conducting specialised information searches using multiple internal and external sources, including the Internet and library databases. Sourcing, selecting and procuring of print, electronic and audiovisual materials. Initiating and maintaining full utilization of electronic database. Cataloguing new records, including abstracts and full text; compiling newsletters;  conducting research;  assisting users with online searching; providing an Selective Dissemination of Information and the ATICC video lending service.  Assisting users with information requirements. Taking responsibility for the library budget in consultation with the ATICC Manager.  Administering general library tasks and functions.  Ensuring that the library service is advertised to health and education institutions.  Co-ordinating production of educational HIV and AIDS posters/pamphlets.

ENQUIRIES
:
Ms C Jacobs or Ms C Arendse, tel. no. (021) 763-5320.

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
28 September 2007

DEPARTMENT OF THE PREMIER: WESTERN CAPE
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In line with the Employment Equity Plan of the Department of the Premier, it is our intention with these advertisements to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.

CLOSING DATE
:
14 September 2007 at 17:00 on Friday
NOTE
:
Appointment, on 12 calendar months probation, is subject to the undergoing of a competency test and security clearance. Short listed candidates must be available for interviews and testing at date and time determined by the Department. Disabled persons are invited to apply. Candidates who took the Voluntary Severance Package (VSP) do not qualify for re-appointment within the Public Service.  The Department is under no obligation to fill a post after it has been advertised. Applications must be completed on form Z83 (obtainable from any government department), accompanied by a comprehensive CV, certified copies of qualifications and ID and addressed to:  The Director: Personnel Management and Special Programmes, P.O. Box 659, Cape Town, 8000 (for attention: Mr S Arendse). No application will be considered without it. No late applications will be accepted or considered. Only short listed candidates will be communicated with. If you have not received a response from this Department within three months after the closing date, consider your application as unsuccessful.

MANAGEMENT ECHELON

POST 36/178
:
DIRECTOR: INTERGOVERNMENTAL RELATIONS AND CONSTITUTIONAL RESPONSIBILITIES REF PREM / SMS 060

Job purpose: To strategically support the Provincial Government in discharging its statutory roles and responsibilities.

Do you want to help realize the Western Cape Provincial Government vision of a ‘Home for All’? Are you an innovative thinker and problem-solver? Can you navigate complex issues and processes? The Department of the Premier is looking for senior and middle managers who are keen to join the Policy Development and Monitoring and Evaluation teams. The successful candidates will play a key role in supporting the Provincial Government to rise to the challenge of creating a sustainable future for the Western Cape through the reduction of poverty, ensuring shared growth, facilitating integrated development and building social cohesion. 

SALARY
:
R502 725 per annum 

REQUIREMENTS
:
An appropriate degree in the fields of development studies, development-economics, space-economics, urban and regional planning or equivalent qualifications and appropriate experience. Post-graduate qualifications would be an advantage. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. To comply with the requirements of the post, the successful candidate must have the following competency profile: Advanced knowledge of: • the policies of the government of the day, with specific reference to the provincial growth and development strategy of the Western Cape • public policy analysis and public policy development processes • strategy development, strategy implementation and strategy monitoring and review processes • modern systems of governance and administration • public communication, public education, public engagement and public discourse management processes. Knowledge of: • developmental inter-governmental relations • Constitutional, legal and institutional arrangements governing the organisation of the South African state and public sector • the latest advances in public management theory and practice • the policies of the government of the day, with specific reference to the provincial growth and development strategy of the Western Cape • global, regional and local political, economic and social affairs impacting on the Provincial Government of the Western Cape • communication, media management, public relations, public participation and public education • human resource management • financial management 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, organising and people management skills • computer literacy skills. Personal attributes: • a highly developed interpretive and conceptualisation / formulation ability • an innovative approach to legislative reform and development • the ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurised circumstances • the ability to persuade and influence • the ability to lead and direct teams of professionals and service providers.

DUTIES
:
The successful candidate will head the Directorate: Intergovernmental Relations and Constitutional Responsibilities and will be responsible for the following key result areas: • research and analyse developments pertaining to the Constitution and inter-governmental landscape • guide the participation and positioning of this Province in the constitutional and inter-governmental arena • identify critical gaps and opportunities emanating from the current Constitutional and legislative dispensation and direct provincial policy and strategy responses • ensure that the Provincial Government occupies the legislative space allowed by the national Constitution in pursuit of its policies, strategies and programmes • manage the Directorate’s strategic and business planning processes • manage the Directorate’s human, financial, physical information and statutory resources.

ENQUIRIES
:
Dr LF Platzky ( (021) 483-2010  

POPST 36/179
:
DIRECTOR: PROVINCIAL EVALUATION REF PREM / SMS 061
Job purpose: To provide a provincial evaluation system within the Provincial Monitoring and Evaluation System.

Do you want to help realize the Western Cape Provincial Government vision of a ‘Home for All’? Are you an innovative thinker and problem-solver? Can you navigate complex issues and processes? The Department of the Premier is looking for senior and middle managers who are keen to join the Policy Development and Monitoring and Evaluation teams. The successful candidates will play a key role in supporting the Provincial Government to rise to the challenge of creating a sustainable future for the Western Cape through the reduction of poverty, ensuring shared growth, facilitating integrated development and building social cohesion. 

SALARY
:
R 502 725 per annum 

REQUIREMENTS
:
The formal qualification requirement for appointment is at least an appropriate, recognised post-graduate qualification in economic, social and/or management sciences with an emphasis on research methodology, statistics and/or information management with extensive, appropriate management experience in a monitoring and evaluation environment. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. To comply with the requirements of the post, the successful candidate must have the following competency profile: Advanced knowledge of • the policies of the government of the day, with specific reference to the provincial growth and development strategy of the Western Cape • public policy analysis and public policy development processes • strategy development, strategy management and strategy monitoring and review processes • modern systems of monitoring, evaluation and reporting • public communication, public education, public engagement and public discourse management processes  Knowledge of • sustainable development strategies and implementation • global, regional and local political, economic and social affairs impacting on the Provincial Government of the Western Cape • Constitutional, legal and institutional arrangements governing the South African public sector • inter-governmental and international relations • communication, media management, public relations, public participation and public education • human resource management processes • financial management processes. 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, organising and people management skills • computer literacy. Personal attributes: • a highly developed interpretive and conceptualisation / formulation ability • the ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurised circumstances • the ability to persuade and influence • the ability to lead and direct teams of professionals and service providers.

DUTIES
:
The successful candidate will head the Directorate: Provincial Evaluation and will be responsible for the following key result areas: • design and maintain provincial evaluation policies, systems, procedures and mechanisms • ensure provincial alignment with the nationally prescribed monitoring and evaluation framework • determine information requirements for the purposes of evaluation, including qualitative data • evaluate the impact of provincial policies/strategies/programmes against anticipated/planned developmental outcomes • manage the Directorate’s strategic and business planning processes • manage the Directorate’s human, financial, physical information and statutory resources.

ENQUIRIES
:
Mr Brent Walters ( (021) 483-6426


OTHER POSTS

POST 36/180
:
SENIOR STATE LEGAL ADVISER (LEGISLATION) REF PREM / LS 003
SALARY
:
R369 000 per annum 

REQUIREMENTS
:
Specific qualifying requirements: • An LLB or equivalent degree with admission as an advocate or attorney; and Extensive postgraduate experience in legislative drafting. Proven knowledge and experience of the following is required: ( constitutional law and comparative legal systems (administrative law ( interpretation of statute ( public sector legislation, including the Public Service Act and Regulations, Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Promotion of Access to Information Act, Promotion of Administrative Justice Act and relevant procurement prescripts, and the Intergovernmental Relations Framework Act. The following skills are required: ( exceptional written and verbal communication skills in at least two of the official languages of the Western Cape Province of which one must be English ( well-developed research and legal writing skills ( well-developed innovative problem solving and analytical skills ( presentation, conflict resolution, negotiating and sound organising and planning skills ( sound interpersonal skills and ( computer literacy. Personal attributes: ( an innovative approach to legislative reform and development ( ability to conceptualise and apply policy ( ability to work under pressure ( team player and ability to multi-task ( ability to promote a professional work ethic in an integrated, multi-cultural work environment.

DUTIES
:
Key Responsibility Areas: ( commenting on proposed provincial legislation ( commenting on new, or amended national legislation ( appearing before provincial / national parliamentary committees and preparing submissions on new provincial / national legislation and substantive amendments to existing provincial / national legislation ( consulting with and advising Provincial Ministers and Heads of Departments on complex or important new legislation and substantive amendments to existing national legislation ( Formulating, drafting, editing and certifying substantive amendments to provincial legislation ( quality control ( Scrutinising and commenting on policy documents (White & Green Papers). 

ENQUIRIES
:
Ms A Vosloo ( (021) 483-4353

POST 36/181
:
DEPUTY-DIRECTOR: PROVINCIAL REPORTING REF: PREM / MER 003
Chief Directorate: Provincial Monitoring, Evaluation, Review And Reporting 

SALARY
:
R311 358 per annum 

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate degree in the fields of development studies, development-economics, space-economics, urban and regional planning or equivalent qualifications and appropriate experience. Post-graduate qualifications would be an advantage. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. In addition to the formal qualification, the successful candidate will need to possess: Knowledge of: ( Government planning processes and cycles ( good understanding of departmental operations ( the policies of the government of the day, with specific reference to the provincial growth and development strategy of the Western Cape ( global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape ( Constitutional, legal and institutional arrangements governing the South African public sector ( the development of public sector’s role including sustainable development, human development, service delivery (in provincial and local government), as well as governance and administration ( the relationship between monitoring, evaluation, review, policy development and implementation ( Provincial alignment with the nationally prescribed Monitoring and Evaluation Framework ( review and reporting, statistics and information management plus relevant experience in a monitoring and evaluation environment (  intra- and inter-governmental relations. Skills: ( High-level in-house advisory 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 inter-personal skills ( Broad vocabulary level and excellent communication skills (written and verbal) • Excellent information management skills ( Be able to manage multi-sectoral and functional information requirements ( Outstanding planning, organizing and people management skills  ( Presentation skills at senior management level  ( Computer Literacy Skills ( Excellent report writing skills to draft analytical, evaluated, reviewed reports on behalf of the Provincial Government. Personal Attributes: ( Highly developed interpretive and conceptualization / formulation ability ( Ability to render advice and guidance in an objective yet dedicated manner ( Ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurized circumstances ( Ability to handle conflict and operate in a team environment ( Ability to lead and direct teams of professionals and service providers ( Ability to persuade and influence ( Ability to lead and direct teams of professionals and service providers  ( Valid code EB driver’s license. 

DUTIES
:
The successful candidate will provide support and maintain provincial reporting policies, systems procedures and mechanisms and the submission of provincial reports, to ensure provincial alignment with the nationally prescribed Monitoring and Evaluation Framework (i.e. National, Provincial and Local Government).  S/he will maintain and update information requirements for the purpose of review and reporting, including qualitative data, and review and disseminate information emanating from reports to all affected role-players. 

ENQUIRIES
:
Mr Brent Walters ( (021) 483-6426 

POST 36/182
:
DEPUTY-DIRECTOR: POLICY DEVELOPMENT REF: PREM / PD 004
Chief Directorate: Policy Development And Inter-Governmental Relations

SALARY
:
R369 000 per annum 

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate degree in the fields of development studies, development-economics, space-economics, urban and regional planning or equivalent qualifications and appropriate experience. Post-graduate qualifications would be an advantage. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. Knowledge of: ( Applicable policies, strategies, guidelines and best practice ( Government planning processes and cycles ( and sound understanding of departmental operations ( the policies of the government of the day, with specific reference to the ikapa elihlumayo strategies of the Western Cape ( global, regional and local political, economic and social affairs impacting on the provincial government of the Western Cape ( public participation processes and provincial social dialogue structures ( Constitutional, legal and institutional arrangements governing the developmental role of provinces and the South African public sector Skills:  ( High level in-house advisory skills ( Strong conceptual and formulation skills ( Project management skills ( Excellent communication skills (written, verbal and presentation) ( Strong leadership skills with specific reference to the ability to display thought leadership in complex applications ( Strong research skills ( Partnership facilitation, team building and strong inter-personal skills ( Outstanding planning, organizing and people management skills ( Computer literacy (including Power Point, MS Word and GroupWise) ( financial and human resource management Personal Attributes: ( Highly developed interpretive and conceptualization / formulation ability ( Ability to render advice and guidance in an objective yet dedicated manner ( 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 ( Valid code EB drivers license.

DUTIES
:
Key Performance Areas entail the following: ( Provide support in the development, analysis and review of the Policy and Strategy, Legal and Institutional frameworks ( Ensure intergovernmental alignment i.r.t. policies, plans, strategies and processes ( Ensure intra-governmental (PGWC) alignment i.r.t. plans, strategies and processes ( Support development of new and existing policies and strategies ( Co-ordination of directorate inputs e.g. parliamentary questions ( Information management ( Staff and Financial Management ( Compile the unit’s budget ( Monitor and control the expenditure of the unit

ENQUIRIES
:
Mr Anton Groenewald ( (021) 483 - 3658 

POST 36/183
:
DEPUTY-DIRECTOR: ORGANISATION DEVELOPMENT REF PREM / IAD 009


Chief directorate: institutional assessment and development



Directorate: OD interventions

SALARY
:
R369 001 per annum 

REQUIREMENTS
:
The formal requirements for this post are an appropriate B-degree or equivalent (such as behavioural sciences (preferably Industrial Psychology), management sciences, or public administration) A relevant postgraduate qualification in Industrial Psychology will serve as an advantage with appropriate relevant experience in OD and related fields. A Certificate in Management Services, Equate Job Analyst Certificate and a valid code B driver’s license. To meet the requirements of the post, the successful candidate will need to possess: Knowledge: ( Latest advances in public management and industrial psychology theory and Practice ( Statutory framework governing the broad management of the Public Service ( Policies of the government of the day (national and provincial) ( Provincial government functions and services ( Intergovernmental relations ( Organisation development theory, practice and techniques ( Systems theory ( Functional knowledge of key elements / determinants of organisational performance as they relate to the field of organisation development ( Key elements of organisational behaviour (such as leadership styles, interpersonal relations, power and politics, decision making, conflict, problem solving and ethics) ( Knowledge of the Equate Job Evaluation System ( Group dynamics (roles and stages of group development) ( Project management ( Benchmarking ( Appreciative inquiry ( Research methods / statistics (action research, quantitative and qualitative) ( Functions of the various components of the Department of the Premier to ensure a holistic, integrated approach to interventions ( Mentoring and coaching practices ( Staff performance management system (SPMS) ( Disciplinary and grievance procedure; Skills: ( Client management ( Mentoring and coaching skills ( Leadership ( Motivation ( Research ( Analytical ( Diagnostic ( Conceptual, interpretive and formulation skills ( Networking ( Planning and organizing ( Project management ( Intervention design ( Innovative problem solving skills ( Benchmarking ( Facilitation skills ( Team building and strong inter-personal ( Conflict resolution ( Verbal & written communication, including report writing / info-mapping      ( consultation ( Basic numeracy. Personal attributes: ( Ability to function as a self-managing employee ( Team player (including the ability to function in multi-functional teams) ( Team leader (including the ability to lead multi-functional teams) ( A positive attitude towards empowerment and capacity building of allocated team members ( A positive attitude towards client empowerment and capacity building ( Creative/lateral thinking ability ( Interpretive and conceptualisation / formulation ability ( Ability to render advice and guidance in an objective yet dedicated manner ( Ability to multi-task, including simultaneous execution of two or more projects ( Ability to function under rapidly changing and pressurised circumstances ( Ability to persuade and influence ( Ability to handle conflict.

DUTIES
:
Manage, design and develop OD intervention methodologies and instruments ( Negotiate and supervise (quality assurance) the drafting of terms of reference of OD intervention projects with clients ( Execute and supervise the design and planning of appropriate OD interventions based on the organisational diagnosis ( Execute and implement advanced OD interventions by means of facilitation, group problem solving, capacity building and other appropriate OD techniques, and supervise such interventions by OD Practitioners, in respect of the following areas: ( Strategic management ( Organisational (re)design resulting in organisational structure ( Work measurement resulting in establishment ( Job design ( Job evaluation ( Service delivery (re)design in line with Batho Pele principles and other related transformation issues ( Business process (re)design ( Organisational culture ( Organisational transformation and change management ( OD interventions on individual, group, inter-group and management level (including team development, leadership and management development) ( Document and report on OD interventions and assure the quality of outputs of OD Practitioners; ( Provide input into the Directorate’s information management system and database ( Function as project team leader ( Mentor and coach team members ( Discipline team members ( Determine and allocate workload of team members ( Administer the staff appraisal system / process.

ENQUIRIES
:
Mr PG Stofile ( (021) 466-9500

NOTE
:
The successful applicant will be the person whose training, skills, competencies and knowledge best meet the requirements of the post.  Candidates must be available for a competency assessment.

POST 36/184
:
DEPUTY-DIRECTOR: INTERNAL CO-ORDINATION REF PREM / COM 009


Chief directorate: communication



Directorate: communication programmes



Do you want to help realize the Western Cape Provincial Government vision of a ‘Home for All’? Are you an innovative thinker and problem-solver? Can you navigate complex issues and processes? The Department of the Premier is looking for senior and middle managers who are keen to join the Communication team. The successful candidates will play a key role in supporting the Provincial Government to rise to the challenge of creating a sustainable future for the Western Cape through the reduction of poverty, ensuring shared growth, facilitating integrated development and building social cohesion. 

SALARY
:
R311 358 per annum 

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate degree in the fields of communication, development studies, development-economics, space-economics, urban and regional planning or equivalent qualifications and appropriate experience. Post-graduate qualifications would be an advantage. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. The successful candidate will additionally need to possess: Knowledge of: ( Journalism ( Media production ( Layout and design ( Copy Right Laws and policies ( Government strategies ( Media networks ( Media publication Skills: ( Planning ( Co-ordinating ( Analytical thinking and problem solving ( Creative and innovative ( Writing skills ( Research ( Interviewing ( Communication ( Planning ( Coordinating ( Analytical thinking and problem solving ( Creative and innovative high level in-house advisory skills ( Diversity and change management ( Strong conceptual and formulation skills ( Excellent communication skills (written and verbal) ( Strong leadership skills with specific reference to the ability to display thought leadership in complex applications ( Team building and strong inter-personal skills ( Outstanding planning, organising and people management skills ( Computer literacy Personal Attributes: ( Ability to work under pressure and meet deadlines ( Self motivated ( Team player ( Innovative ( Conceptual ( Independent and confident ( Self managed ( Ability to work under pressure and meet deadlines ( Self-motivated ( Team player ( Innovative ( Highly developed interpretive and conceptualisation / formulation ability ( Ability to render advice and guidance in an objective yet dedicated manner ( Ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurised circumstances ( Ability to persuade and influence ( Ability to handle conflict ( Ability to lead and direct teams of professionals and service providers ( Valid code EB drivers license.

DUTIES
:
Key Performance Areas entail the following: ( Supervision ( Operational planning and work organisation of the unit ( Unit work organizing ( Unit operational planning ( Directorate Strategic planning participation ( Manage the staff of the unit ( Staff performance ( Individual Performance and Development Plan (IPDP) ( Training and development ( Staff planning (recruitment, selection, leave management, well-being etc.) ( Financial management of the unit ( Compile the unit’s budget ( Monitor and control the expenditure of the unit ( To manage the coordination of the Provincial Government Communication which entails the following: ( Convene a Provincial Government Communicator Forum aimed at promoting the integration of PGWC communication ( Participate in the Local Government Communication Forum ( Strengthen the communication function in the PGWC by building professionalism and skills ( Promote and develop provincial internal communication

ENQUIRIES
:
Mr Mansoor Jaffer ( (021) 483-8706 

POST 36/185
:
DEPUTY DIRECTOR: DEVELOPMENT COMMUNICATION REF PREM / COM 010



Chief directorate: communication



Directorate: communication programmes



Job purpose: To manage developmental communication services to the public. Do you want to help realize the Western Cape Provincial Government vision of a ‘Home for All’? Are you an innovative thinker and problem-solver? Can you navigate complex issues and processes? The Department of the Premier is looking for senior and middle managers who are keen to join the Communication team. The successful candidates will play a key role in supporting the Provincial Government to rise to the challenge of creating a sustainable future for the Western Cape through the reduction of poverty, ensuring shared growth, facilitating integrated development and building social cohesion. 

SALARY
:
R311 358, per annum 

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate degree in the fields of communication, development studies, development-economics, space-economics, urban and regional planning or equivalent qualifications and appropriate experience. Post-graduate qualifications would be an advantage. In addition to the formal qualification, the successful candidate will need to possess the ability to think and act transversally, to understand the qualitative and spatial implications of growth and development at various scales, as well as the complexity of inter-governmental relations and policy frameworks both nationally and locally that impact on and directly affect delivery of programmes. The successful candidate will additionally need to possess: Knowledge of: ( E-government environment ( Electronic information retrieval. Skills: ( Planning ( Co-ordinating ( Analytical thinking and problem solving ( Creative and innovative ( Writing skills ( Research ( Interviewing ( Communication ( Planning ( Coordinating ( Analytical thinking and problem solving ( Creative and innovative high level in-house advisory skills ( Diversity and change management ( Strong conceptual and formulation skills ( Excellent communication skills (written and verbal) ( Strong leadership skills with specific reference to the ability to display thought leadership in complex applications ( Team building and strong inter-personal skills ( Outstanding planning, organising and people management skills ( Computer literacy (Keen attention to detail, accuracy under pressure and strong analytical and problem solving skills. Personal Attributes: ( Ability to work under pressure and meet deadlines ( Self motivated ( Team player ( Innovative ( Conceptual ( Independent and confident ( Self managed ( Ability to work under pressure and meet deadlines ( Self-motivated ( Team player ( Innovative ( Highly developed interpretive and conceptualisation / formulation ability ( Ability to render advice and guidance in an objective yet dedicated manner ( Ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurised circumstances ( Ability to persuade and influence ( Ability to handle conflict ( Ability to lead and direct teams of professionals and service providers ( Valid code EB drivers license.

DUTIES
:
Key Performance Areas entail the following: ( To manage developmental communication services to the public, which include the following: o Coordinate government communication activities within communities o Do and/or facilitate communication projects within the community o Empower the community to communicate with government o Increase public access to government information through the call center, walk-in center and info desks ( Supervision ( Operational planning and work organisation of the unit ( Unit work organizing ( Unit operational planning ( Directorate Strategic planning participation ( Manage the staff of the unit ( Staff performance ( Individual Performance and Development Plan (IPDP) ( Training and development ( Staff planning (recruitment, selection, leave management, well-being etc.) ( Financial management of the unit ( Compile the unit’s budget ( Monitor and control the expenditure of the unit 

ENQUIRIES
:
Mr Mansoor Jaffer ( (021) 483-8706 

POST 36/186
:
ASSISTANT DIRECTOR: KNOWLEDGE MANAGEMENT (2 POSTS) REF PREM / HCD 022



Job purpose: To assist with the development, implementation and maintenance of knowledge management.



Chief directorate: human capital development



Directorate: knowledge management

SALARY
:
R157 686 per annum 

REQUIREMENTS
:
The formal qualification requirement for appointment is a recognised Bachelor’s degree/diploma (or equivalent) qualification in Humanities, Social Sciences and/or Information and Knowledge Management or a qualification verified by SAQA/Human Science Research Council equivalent to NQF level 6. Practical experience in the fields of knowledge management and human resource development as part of human capital development are further requirements. A valid Code B driver’s licence is also required. To comply with the requirements of the post, the successful candidate must have the following competency profile: Knowledge: • understanding of knowledge management • understanding of modern systems of governance and administration • knowledge of information systems • knowledge of latest advances in public management • knowledge of national legislation, provincial and departmental policies, prescripts and practices • knowledge of knowledge management tools • knowledge of project roll-out and reporting. Skills: • good research, development, interpretation, and formulation skills • analytical and problem solving skills • team building and strong interpersonal skills (able to interact on all levels) • excellent written and oral communication skills in at least two of the official Western Cape languages • excellent software application skills (MS Word, MS PowerPoint and MS Excel) • good facilitation skills • outstanding planning and organising skills. Personal attributes: • ability to render advice and guidance in an objective yet dedicated manner • ability to multitask, manage under rapidly changing and pressurised circumstances • ability to persuade and influence and to handle conflict • ability to lead and direct teams of professionals and service providers • self-driven and motivated • responsibility • positive and co-operative inclination • reliability • honesty • team-player ability, innovative, creative, proactive.

DUTIES
:
The successful candidate will be responsible for the following key result areas: • ensure the development, implementation and maintenance of a human capital knowledge management system in the Province • to identify, nurture and support formal and informal networks which support the core business of the organisation • to improve existing processes and identify new processes which re-enforce a knowledge-sharing culture • ensure that institutional knowledge is factored into learning processes and interventions • provide advice on access to and on human capital knowledge management systems in the Province • support development and maintenance of knowledge management databases • provide and facilitate support and training in respect of knowledge management • ensure and support project roll-outs • operational planning of unit’s work.

ENQUIRIES
:
Ms C Goussard at (021) 865-8005.

ANNEXURE T
UNIVERSAL SERVICE AND ACCESS AGENCY OF SOUTH AFRICA

USAASA is an equal employment employer, supportive of the objectives of the Employment Equity Act, and encourages suitably qualified individuals from all groups including designated groups to apply.

APPLICATIONS
:
P O Box 12601, Vorna Valley, Midrand, 1686 and Quote Ref: USAASA/FM to fax: (011) 564-1629 or e-mail: davidr@usaasa.org.za 
CLOSING DATE
:
14 September 2007

NOTE
:
Applicants who do not receive a reply within 14 days of the closing date, should consider their applications unsuccessful. The Universal Service and Access Agency of South Africa (USAASA) is established in terms of the Electronic Communications Act of 2005.

OTHER POST

POST 36/187
:
PROVINCIAL CO-ORDINATOR: LIMPOPO

SALARY
:
Negotiable
CENTRE
:
Midrand

REQUIREMENTS
:
An ICT (Telecoms/Broadcasting/IT or a combination thereof) three-year degree or diploma will be essential. A project management qualification from a recognised institution will be an added advantage. Strong passion for community development especially the most under-developed areas will also be essential.

DUTIES
:
Key Performance areas: Reporting to the Head: Fund Management, the successful candidate will assume the following responsibilities: Provide Provincial Leadership which involves amongst others the following: Form partnerships with government structures and initiatives, Partner with other stakeholders in implementing the provincial projects. Identify, co-ordinate and partner with other initiatives that are aimed at achieving ICT Universality within the Province, Manage or give oversight to projects where USAASA is paying subsidies or grants, Monitor and evaluate progress and impact of projects to the level of Universal Service and Access in the assigned province(s). Lead the process of determining the priorities, projects and future engagements that are aimed at addressing universality in the Province. Be a source of a detailed or researched information about the Province to the Agency, Ensure increased awareness of the community of the benefits and challenges of the usage of ICT facilities to social development Manage and administer the provincial office.

ENQUIRIES
:
Mongene Samons (011) 564-1600 or 0845248100
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