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DATE OF ISSUE: 21 SEPTEMBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 38 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 22 OCTOBER 2007.
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ANNEXURE A
DEPARTMENT OF AGRICULTURE

This department is an equal opportunity affirmative action employer

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113.  You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
1 October 2007

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

OTHER POSTS

POST 38/01
:
SPECIALIST RESEARCHER: AGRICULTURAL ECONOMY (12 MONTHS CONTRACT) (REF.419/2007)

SALARY
:
Inclusive package of R311 358 per annum

CENTRE
:
Directorate: Grootfontein Agricultural Development Institute, Middelburg, 



Eastern Cape

REQUIREMENTS
:
A Masters Degree in Agricultural Economics ● Extensive experience in agricultural economic research, study groups, compiling of feasibility studies as well as lecturing experience in small stock and agricultural economics ● Computer literacy (MS Word, MS Excel and MS Power Point) ● Excellent communication and presentation skills ● Valid driver’s licence. 

DUTIES
:
Supply financial advice to farmers and other relevant stakeholders in agriculture ● Analyse and interpret financial and economic results of financial study groups ● Supply financial and economic results of financial study groups to the department, farmers, extension officers, commodity organisations and other relevant stakeholders in the agricultural sector ● Supply the information of enterprise budgets to all relevant stakeholders in the agricultural sector ● Undertake feasibility studies and research projects ● Publication of economic information ● Give presentations and talks on information and farmers days ● Deliver talks to visiting groups to Grootfontein ● Publications in magazines such as Farmers Weekly, Landbouweekblad, etc. ● Deliver papers on symposia and conferences ● Curriculum development for higher and further education and training programs in agricultural economics ● Ensure that the study material and syllabus guides are up to standard. 

ENQUIRIES
:
Mr. T. Herselman, Tel. No. 049-842-1113

POST 38/02
:
REGIONAL MANAGER (REF. 412/2007)
SALARY
:
All inclusive package of R311 358 per annum

CENTRE
:
Directorate: Land Use and Soil Management, East London

REQUIREMENTS
:
An appropriate four-years Degree in Agriculture, Environment, Natural Science or related fields ● Proven managerial experience ● Knowledge in the application of PFMA, DORA and the IDP process ● A demonstrable experience of government planning, budgeting and implementation process ● Excellent written and verbal skills to communicate with land users regarding compliance of the Conservation of Agricultural Resource Act (Act 43 of 1983) and the Sub-division of Agricultural Land Act (Act 70 of 1970) ● Good knowledge of sustainable agricultural resources use and the causes normally responsible for degradation of these resources ● Good knowledge on how to rectify degraded resources ● Knowledge of project monitoring and evaluation techniques ● Independent and strategic thinking ● Computer literacy/competency and statistical information ● A valid Code B driver’s licence ● Must be willing to travel to work in different offices within a region.

DUTIES
:
To co-ordinate the application of national conservation standards in the two provinces (Eastern Cape and Kwazulu/Natal) in order to obtain continual improvement of the country’s natural agricultural resource base ● Lead in the policy and legislative inputs relating to sustainable land use and other sectoral policies and legislations such as NEMBA, National Water Act, Forestry Act, Mineral Act for synergistic implementation ● Responsible for the control over the spreading of weeds, invader plants and bush encroachers ● Inspection and advising on the application of Act 70 of 1970 (Sub-division of Agricultural Land) and Act 43 of 1983 ● Deal with deviations over the utilisation and change of agricultural land ● Manage the line function activities of the division and liaise with other role players at inter-provincial level regarding aspects pertaining to sustainable land use ● Develop and review norms and standards and develop, implement and review procedures and work instructions with regard to the line function ● Integrate sustainable natural agricultural resources in the IDP or the Area Wide Planning ● Liaison with other spheres of governance of the Local, Provincial and National including Traditional Authorities in promoting sustainable natural agricultural resources ● Manage the resources (human, finance and equipment) of the section in a more pragmatic manner and provide leadership ● Contribute effectively and efficiently in contribution to programmes and projects of the department such as LandCare, LRAD (CASP), ASGISA through monitoring and evaluation to deal with deviations in order to realize departmental objectives ● Manage objections and appeals arising from the administration of the Act 43 of  1983 and Act 70 of 1970.

ENQUIRIES
:
Mr. B. Msomi, Tel. No. 012-319-7685

POST 38/03
:
AGRICULTURAL ECONOMIST (REF. 420/2007)
SALARY
:
R157 686 per annum

CENTRE
:
Directorate: Agricultural Disaster Management, Pretoria

REQUIREMENTS
:
An appropriate three-years B.Sc. Degree in Agricultural Economics or equivalent qualification ● Extensive and appropriate experience in applying economic analysis ● Knowledge in the use of methodologies and disaster risk management as well as excellent report writing skills, communication skills ● Computer literate and sound knowledge of Project Management ● A valid driver’s licence and willingness to travel extensively ● Prepared to work irregular hours when required.

DUTIES
:
Participate on behalf of the department in the National, Regional and International Disaster Risk Management fora ● Liaise with various stakeholders involved in the Agricultural Disaster Risk Management ● Assisting management with Disaster Risk Management ● Assist management in monitoring the economic impact that disasters have on sustainable development for assisting in building resilience to future disasters by affected farming communities ● Implement, monitor and evaluate economic issues as they relate to early warning for natural hazards including climate change ● Analyse, evaluate and verify data during disasters for early warning purposes ● Collect information on market issues and contribute to the monthly National Agro-meteorological Advisories ● Focus in outwork promoting of the disaster risk reduction activities of the department.

ENQUIRIES
:
Mr. S.M. Mugeri, Tel. No. 012-319-6834/7956

CLOSING DATE
:
1 October 2007

POST 38/04
:
RESOURCE AUDITOR (REF. 421/2007)

SALARY
:
R157 686 per annum

CENTRE
:
Directorate: Land Use and Soil Management, Bellville

REQUIREMENTS
:
A three-years qualification in Resource Utilisation Conservation/Agriculture/ Environment or related fields of study with a sufficient experience gained after receiving the qualification and a post graduate qualification would be an added advantage ● Excellent written and verbal skills to communicate with land users regarding compliance of Conservation of Agricultural Resource Act (CARA) {Act 43 of 1983} ● Good knowledge of sustainable agricultural resources use ● Good knowledge of other environmental legislation that is contiguous to CARA ● Good knowledge on how to rectify degraded resources ● Knowledge of project monitoring and evaluation techniques ● Computer literate/competency ● A valid Code B driver’s licence ● Must be willing to travel extensively and be away from home in the execution of duties.

DUTIES
:
To administer the Conservation of Agricultural Resources Acting the area of responsibility ● To promote sustainable land use management practices amongst all land users ● To collaborate with other stakeholders regarding co-regulation of other legislation related to sustainable land use management ● To liaise with relevant stakeholders – such as Provincial Departments of Agriculture, Local Government, all other related departments and Organised Agriculture – with regard to sustainable land use management practices ● Inspection and reporting on the application of Act 70 of 1970 (Sub division of Agricultural Land) and conduct enforcement for deviations to the Act 70 of 1970 and CARA ● To conduct monitoring on the implementation of Land Care and CASP projects in relation to the initial plans and to deal with deviations ● To deliver effective services to all clients with regard to land matters in line with the Batho Pele principles ● Support Land Reform beneficiaries and other land owners to achieve pragmatic land use ethic and compliance thereof ● Filing of documents ● Keep statistical information on the audit of natural agricultural resources.

ENQUIRIES
:
Mr. R.K. Mampholo, Tel. No. 051-861-2209

POST 38/05
:
ASSISTANT DIRECTOR: INFORMATION MANAGEMENT (REF. 414/2007)

SALARY
:
R157 686 per annum

CENTRE
:
Directorate: Education, Training and Extension Services, Pretoria

REQUIREMENTS
:
An appropriate Degree or Diploma in Information Management, Human Resource Development, Youth Development or equivalent qualification ● Appropriate work experience ● Computer literacy ● Administration skills ● Report writing skills. Presentation skills ● Good organisation skills ● A valid Code B driver’s licence ● Project management skills.  

DUTIES
:
Manage the implementation of external bursary scheme policy ● Manage the recruitment and selection of bursars, using the 14 point system ● Liaise with the National Student Financial Aid Scheme (NSFAS) for the disbursement of funds to institutions of higher and further education and training in Agriculture ● Conduct bursary monitoring meetings to assess progress ● Provide agricultural human resources development and information management ● Provide general support to the DoA bursary holders ● Produce monthly, quarterly and the annual report for the external bursary scheme.

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

CLOSING DATE
:
1 October 2007

NOTE
:
This is a re-advertisement of Ref. 175/2007 and candidates who previously applied for this post are requested to re-apply.

POST 38/06
:
CHIEF AGRICULTURAL FOOD AND QUARANTINE TECHNICIAN 



(REF. 413/2007)



Note: This is a re-advertisement of Ref. 154/2007 and candidates who previously applied for this post are requested to re-apply.

SALARY
:
R157 686 per annum

CENTRE
:
Directorate: Agricultural Product Inspection Services, Cape Town International



Airport

REQUIREMENTS
:
An appropriate three-year Diploma in Agriculture or B.Sc Degree in Agriculture with Botany, Plant Pathology, Pest Control and/or Entomology as compulsory subjects and/or a three-year National Diploma in Agriculture or B.Sc. Degree in Animal Health with Animal Diseases as a major subject.  (You are required to furnish a credit certificate and/or statement of results) ● Relevant experience in one of the related fields ● A valid code B driver’s license. Good communication skills ● Basic computer knowledge and relevant technical experience ● Conduct inspections inter alia on trucks, in containers, etc. ● Must be prepared to do shift work at the airport. 

DUTIES
:
Conduct inspections, sampling and other necessary function, including punitive measures and administration to exercise import and export control over agricultural products regulated by the Agricultural Pests Act, 1983 (Act 36 of 1983), Animal Diseases Act, 1984, (Act 35 of 1984), Meat Safety Act, 2000 (Act 40 of 2000), Plant Improvement Act, 1976 (Act 53 of 1976), Liquor Products Act, 1989 (Act 60 of 1989), Genetically Modified Organisms Act, 1997 (Act 15 of 1997), Agricultural Product Standards Act, 1990 (Act 119 of 1990), Fertilizers, Farm Feeds, Agricultural Remedies and Stock Remedies Act, 1947 (Act 36 of 1947) and various relevant international guidelines and rules ● Functions will inter alia also include training of and liaison with Customs and Excise, Home Affairs, SAPS, Importers/Exporters and their agents etc. as well as writing of reports ● Inventory control is also part of responsibility ● Special emphases are placed on import and export control and the detection of unauthorised regulated goods imported by passengers and cargo ● Detecting unautorised regulated goods by means of x-ray machines.

ENQUIRIES
:
Ms. S.G. Smit, Tel. No. 012-319-6161

POST 38/07
:
SENIOR EMPLOYEE RELATIONS OFFICER (REF. 423/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Human Resources Management, Pretoria

REQUIREMENTS
:
An appropriate three-years Degree (or equivalent qualification) ● Appropriate experience in labour law or law ● A valid driver’s licence ● Proficiency in English and Afrikaans (verbal and written) ● Computer literacy (MS Office) ● Good interpersonal skills ● Good knowledge of Labour Legislation as well as other Public Service Legislation ● Willingness to travel extensively ● Knowledge of ancilliary legislation will be an advantage. Note: A pre- interview test will be conducted to access required skills and knowledge.

DUTIES
:
Promote sound labour relations in the department ● Represent the department in conciliation and arbitration cases, as well as bi - and multilateral meetings and arbitration meetings with trade unions ● Keep and maintain work register regarding grievances, disputes and labour unrest ● Capture disciplinary matters as well as grievances ● Act as Employer Representative and Chairperson in disciplinary hearings.

ENQUIRIES
:
Mr. N. Dlamini, Tel. No. 012-319-7079

POST 38/08
:
AGRICULTURAL CAREER INFORMATION OFFICER (REF. 417/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Education, Training and Extension Services, Pretoria

REQUIREMENTS
:
An appropriate three-years tertiary Degree or equivalent qualification and some experience in dealing with Youth ● A qualification in Marketing, Communication, Human Resource Development will be an advantage Computer skills ● A valid driver’s licence ● Good power point presentation skills ● Good public speaking skills. Note: Short listed candidates will be required to make a 20 minutes Power Point presentation on a topic given by the department ● The successful candidate must be prepared to travel a lot.

DUTIES
:
Develop an implementation plan on Agricultural Career Information Week to be included on the Government Calendar of Events ● Develop and Implement Agricultural Career Awareness Programme of the department ● Represent the department and the directorate in various Exhibitions, Career Fairs and Career Open Days ● Develop promotional material on Agricultural Careers and Scarce Agricultural Skills ● Plan and organise Career Information Seminars and invite specialists and professionals in the sector to deliver career information and motivational talks ● Liaise with the Department of Education and acquire a list of outstanding schools in provinces in terms of performance and conduct periodical school visits to promote Agricultural Career Awareness ● Make Agricultural Career presentations for the identified pilot learners in Kwa-Zulu Natal and Northern Cape provinces ● Share information with university students in requested agricultural study fields through a university campus recruitment strategy ● Develop and regularly update a directory of high schools which are performing well in Mathematics and Science.

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



Note: This is a re-advertisement of Ref. 252/2007 and candidates who previously applied for this post are requested to re-apply.

POST 38/09
:
COMMUNICATION OFFICER (REF. 426/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Agricultural Information Services, Pretoria

REQUIREMENTS
:
An appropriate three-years journalism Diploma/Degree or equivalent qualification ● Appropriate knowledge of report writing ● Excellent writing, interviewing and verbal communication skills ● Good interpersonal skills ● Knowledge of at least 3 official languages ● A valid driver’s licence.

DUTIES
:
Write articles for the departmental publications and take photographs ● Write advertorials and features ● Draft media releases ● Participate in projects ● Assist in arranging media conferences and do media invitations ● Attend to and liaise with external clients ● Help keep up to date media lists ● Take additional assignment as directed by the Supervisor ● Willingness to travel, work over weekends and on public holidays.

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

POST 38/10
:
SENIOR ADMINISTRATIVE OFFICER (REF. 428/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Education, Training and Extension Services, Pretoria

REQUIREMENTS
:
Degree or recognised three-years Diploma or Grade 12 Certificate coupled with extensive relevant experience ● Financial and procurement Management ● Valid driver’s licence and computer skills ● Relevant working experience. 

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

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

POST 38/11
:
SENIOR AGRICULTURAL FOOD AND QUARANTINE OFFICER


(REF. 415/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Plant Health, Stellenbosch

REQUIREMENTS
:
An appropriate Bachelor Degree or equivalent qualification majoring in Botany or Horticulture (you are requested to furnish a credit certificate and /or statement of results) ● Sufficient applicable knowledge and experience of horticultural and nursery practices relating to the cultivation of deciduous fruit, grapevine and berry fruits within a controlled environment ● Experience and knowledge of the application of plant quarantine procedures and the management of the maintenance of greenhouse facilities ● Sound knowledge and extensive experience in the application of MS Office especially in MS Access ● Well developed communication skills, particularly both English and Afrikaans. Proven leadership ● Organisational and problem solving qualities as well as a customer-focused approach ● A meticulous and accurate approach ● A valid Code B driver’s licence.

DUTIES
:
Establishment, maintenance and monitoring of all imported high risk plant propagating material destined for quarantine evaluation ● Provide technical guidance as well as supervising the preparation, maintenance and release of imported plant material according to approved quarantine procedures ● Maintenance, annual harvesting, treatment and provision of repository plant material to the clients as well to report payable services to the relevant officials ● Surveying and co-ordinating of visual diagnostic inspections of plant units, recording and organising of relevant data, the maintenance of information systems and for communicating such information to clients ● Processing of clients enquiries ● Assist with the processing of imported consignments and the decontamination of imported material prior to establishing ● Assist with supervision of personnel and activities and in house training ● Drafting and updating of standard operating procedures and manuals, eradication programmes and the optimisation and implementation of relevant procedures and techniques.

ENQUIRIES
:
Mr. A. Jonker, Tel. No. 021-809-1640/00

POST 38/12
:
SENIOR ADMINISTRATIVE OFFICER (REF. 424/2007)

SALARY
:
R132 054 per annum
CENTRE
:
Directorate: Veterinary Services, Pretoria
REQUIREMENTS
:
Grade 12 certificate with relevant extensive experience in finance/ budgets and supply chain management ● Knowledge of PFMA. Computer literacy (MS Word and Excel).

DUTIES
:
Manage the budget of the directorate ● Compile the monthly expenditure reports; MTEF, options, adjustments, virements and shifts for the directorate  ● Responsible for the accounts payments, procurement requisitions and registry management ● Training, development and performance appraisal of employees.

ENQUIRIES
:
Ms. F. Makhubela, Tel. No. 012-319-7521

POST 38/13
:
PERMIT OFFICER (REF. 422/2007)

SALARY
:
R 132 054 per annum

CENTRE
:
Directorate: Marketing, Pretoria

REQUIREMENTS
:
National Diploma or Bachelors Degree in Administration ● Numerical abilities ● Knowledge of imports and exports ● Excellent verbal and writing skills. Excellent computer literacy ● Valid driver's licence ● Ability to work under pressure.

DUTIES
:
Administer trade agreements and issuing of market access import and export permits ● Liaise with various importers and exporters in the agricultural sector and industry ● Give administrative support to the sub-directorate. Compile Government Gazette Notices for publication ● Promote BEE Programme of Sub-directorate.

ENQUIRIES
:
Mr. G. J. Kamfer, Tel. No. 012- 319-8070 

POST 38/14
:
SUPPLY CHAIN MANAGEMENT PRACTITIONER (REF. 425/2007)

CENTRE
:
Directorate: Supply Chain Management, Pretoria

SALARY 
:
R106 335 per annum

REQUIREMENTS 
:
A Grade 12 certificate or equivalent qualifications with extensive knowledge and experience with regard to the processing of orders, payments, management of stores and assets on BAS and LOGIS ● Good communication skills (written and verbal) ● Successful completion of LOGIS 1 course.

DUTIES
:
Responsible to ensure that the procurement of goods and services comply with all Supply Chain Management processes ● Verify and authorise all actions of employees on LOGIS/BAS with regard to processing of orders, stores, payments, control over assets, etc. provide training, guidance and assist people management and development to employees.

NOTE
:
This is a re-advertisement of Ref. 279/2007 candidates who previously apply for do not need to re-apply.

ENQUIRIES
:
Mr. S Makhafola Tel No 012-319-7199

POST 38/15
:
SENIOR ADMINISTRATION CLERK GRADE I (REF. 427/2007)

SALARY
:
R68 955 per annum
CENTRE
:
Directorate: Agricultural Product Inspection Services, 



Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification ● Sufficient appropriate experience ● Good communication writing and typing skills ● Computer literacy in (MS Office) ● Conversant in at least one of the languages in which relevant legislation is written ● Good interpersonal relations ● Ability to work in a professional and friendly way with personnel and clients ● A valid driver’s licence.

DUTIES
:
Capturing of data on computer and in records ● Typing and filing of documents, etc. ●  Keeping of records ● Compiling monthly and annual reports ● Secretarial functions e.g. keeping of minutes, making of appointments, arranging meetings, booking of flights and accommodation, etc. ● Handling of personnel and telephonic enquiries from clients ● Assistance with the administration of the budget ● Supply Chain Management ● Processing and record keeping of transport logs, travelling claims, leave, etc.  ● Handling and distributing of incoming and outgoing mail ● Supervision and managing of assets ● General administrative tasks.

ENQUIRIES
:
Mr. K.E. Phoku, Tel. No. 011-390-2580/1/2

POST 38/16
:
SENIOR ACCOUNTING CLERK (REF. 418/2007)

SALARY
:
R58 290 per annum

CENTRE
:
Directorate: Finance, Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification with accounting as a full passed subject ● Experience in a government financial environment ● Computer literacy (MS Office) ● Knowledge and experience in Basic Accounting System (BAS) ● Good verbal and written communication skills ● Knowledge and experience in the field of debtor administration and of the Public Finance Management Act and Treasury Regulations ● Knowledge in PASTEL.

DUTIES
:
Administer debtor accounts and recovery of debt accounts. 

NOTE
:
This is a re-advertisement of Ref. 216/2007 and candidates who previously applied for this post are requested to re-apply.

ENQUIRIES
:
Mr. D.D. Montshioane, Tel. No. 012-319-7897

ANNEXURE B
DEPARTMENT OF DEFENCE

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

APPLICATIONS
:
Department of Defence, Defence Legal Service Division, Private Bag X159, Pretoria, 0001.

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

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

OTHER POSTS

POST 38/17
:
SENIOR SECRETARY GR II



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

SALARY
:
R68 955 per annum

CENTRE
:
Defence Legal Services Division (Director Military Defence Council), 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 and Afrikaans. Ability to work independently. Organising. Problem solving and analytical thinking. 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.  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. 

ENQUIRIES
:
Col J.C. Combrink, Tel: (012) 355 5383

POST 38/18
:
SENIOR TYPIST GR I


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

SALARY
:
R58 290 per annum

CENTRE
:
Services Legal Support (SAMHS), 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 (Word/Excel/Presentations). Good interpersonal relations. Have detailed knowledge of the operation, utilisation of specific software packages.  Must be able to obtain a secret security clearance within a year.

DUTIES
:
Plan, depend on the kind of typing, the lay-out thereof according to the standards as specified. Type letters etc from manuscripts with a word processor. Check typing and correct if necessary. Control the work flow to and from the typing office. Ensure that all designated computer hardware and software are maintained according to the specified instructions and receive and transmit messages with a fax machine.

ENQUIRIES
:
Col J.C. Combrink, Tel: (012) 355 5383.

ANNEXURE C
DEPARTMENT OF EDUCATION

APPLICATIONS
:
The Director-General, Department of Education, Private Bag X895, Pretoria, 0001 Hand Deliveries: Sol Plaatjie House 123 Schoeman Street, Pretoria

CLOSING DATE
:
11 October 2007 unless otherwise stated (applications received after the closing date or faxed applications will not be considered)

OTHER POSTS

POST 38/19
:
SENIOR ADMINISTRATIVE OFFICER 



Branch: Further Education and Training



Directorate: Youth Development Programmes

SALARY
:
R132 054 per annum

REQUIREMENTS
:
The successful candidate must be in possession of a three-year tertiary qualification with at least 4 years’ experience in office administration. Applicant must have knowledge of and experience in supply chain management and general procurement procedures. Excellent written and verbal communication skills, problem-solving skills, good interpersonal relations and the ability to perform under pressure are essential. Advanced computer knowledge in Microsoft Word, Excel, Outlook, Access and financial management skill is required. Note: Short-listed candidates will be required to undertake a computer competency test prior to the interview.

DUTIES
:
Compile the line function budget and maintain the regular updates of the internal cash flow. Manage orders and purchases of the Directorate; Ensure an accurate and reliable financial management and data capturing system of the directorate; Collate monthly expenditure reports, quarterly reports, strategic and operational plans of the Directorate. Maintain the archive filing system of the Directorate; Handle all logistics including minute taking for all project and finance-related meetings and workshops; Track and confirm payments to internal and external stakeholders; Stand in for secretary when required; Assist with day –to-day administrative duties of the Directorate. Compile submissions, reports and memos; Assist the Director in the running of the Directorate and provide support when required.

ENQUIRIES
:
Ms H Nemabaka, tel (012) 312 5526

POST 38/20
:
SENIOR ADMINISTRATION CLERK GRADE III



Branch: social and school enrichment



Directorate: Health Promotion

SALARY
:
R85 362 per annum

REQUIREMENTS
:
The minimum educational requirement for this post is at least two-year tertiary qualification with computer literacy and relevant experience. This vacancy requires an analytical candidate with a client service orientated personality as well as excellent typing, administrative, verbal communication and writing skills. Studies towards an undergraduate diploma or Office administration will be advantage.

DUTIES
:
The successful candidate will be expected to assist with: General administrative work within the directorate; Provide logistical support for workshops and meetings; Drafting correspondence to provinces, districts and schools; Compile reports for workshops and meetings; Establish and maintain a comprehensive filing system of all publications, Enter files into a database, Serve as the Directorate’s Chief User Clerk for orders. Responsible for provisioning and procurement, Responsible for basic bookkeeping. The reconciling of financial statements and general cash flow management; Make travel and conference arrangements; Handle correspondence, keep records, organize meetings, workshops and prepare   presentations, Liaise with internal and external stakeholders, Coordinate all activities for the Directorate. 

ENQUIRIES
:
Ms H Nemabaka, tel (012) 312 5526

ANNEXURE D
GOVERNMENT COMMUNICATION AND INFORMATION SYSTEM (GCIS)

GCIS is an equal opportunity employer.

APPLICATIONS
:
The CEO, Government Communication and Information System, Private Bag X745, Pretoria, 0001.

FOR ATTENTION
:
Mr S Matshageng

CLOSING DATE
:
5 October 2007

NOTES
:
The estimate package includes a housing subsidy, pension fund, medical aid and a service bonus. A Z83 and a comprehensive CV as well as certified copies of qualifications and ID-document must accompany applications. Correspondence will be limited to successful candidates only.  If you have not been contacted within 1 month after the closing date of this advertisement, please accept that your application was unsuccessful. 

OTHER POSTS

POST 38/21
:
SENIOR SECRETARY GR 111


(Directorate: Finance)

SALARY
:
All-inclusive salary package: R133 812 per annum


:
Commencing salary: R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A senior certificate (appropriate grade 12 or 
equivalent qualification) with typing as a fully passed subject and relevant experience in performing secretarial duties. Ability to work under pressure. Good communication, writing, typing, organisational and general office administration skills. Be creative, innovative, flexible and highly motivated. Computer literacy with excellent knowledge of Outlook and the Microsoft Office package, i.e. MS Word, MS Excel and MS PowerPoint. Credible and proven experience in the secretarial and administrative field in a financial environment will be an added advantage. Ability to work independently and without direct and constant supervision.

DUTIES :
:
The successful candidate will render secretarial duties to two Senior Managers (Director level). It will be expected from the successful candidate to provide effective secretarial and administrative support by: Answering incoming and making outgoing calls, including the managing and updating of contact lists.  Maintain the diary and appointments of the Director.  Take notes, compile minutes correctly and disseminates minutes of meetings.  Liaise with internal and external clients.  Receiving of visitors and control of office environment. Arrange visitors’ parking.  Identify needs regarding stationery and order to ensure that supplies are sufficient. Record incoming and outgoing mail.  Manage the internal filing system in accordance with GCIS file plan.  Typing, faxing, photocopying and dispatching of documentation. Ensure that all documents are filed and kept safely to ensure easy access to information.  Assist with the completion of monthly expenditure and projections of the Directorate to the Budget Office according to the Business Plan.  Provides general administrative management of the office and support to the two Senior Managers, including travel arrangements when required

ENQUIRIES
:
Mr H Bekker, tel. (012) 314 2374
ANNEXURE E
GOVERNMENT EMPLOYEES PENSION FUND

It is intended to promote representativeness through the filling of these posts and the candidature of persons whose promotion/ appointment will promote representativeness, will receive preference. Communication will only be conducted with the short listed candidates. No faxed / e-mailed / late applications will be considered.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number for the attention of Ms UC Viljoen, Government Employees Pension Fund, Private Bag X63, Pretoria 0001.

CLOSING DATE
:
11 October 2007

NOTE
:
Requirement of applications: Must be submitted on form Z83, obtainable from any Public Service Department. Must be accompanied by a comprehensive CV with original certified copies of qualifications and ID document (copies of certified documents will not be accepted). Must include the name and contact details of three references that can comment on their performance. The candidate must agree to the following: Signing of a Declaration of Secrecy that a thorough reference and Security Clearance check with regard to work performance, SA citizenship, qualifications, criminal and credit record can be done and if it is not positive, the candidate can be asked to leave the service of the Department.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA). The Government Employees Pension Fund reserves the right not to fill the advertised position. 

OTHER POST

POST 38/22
:
CHIEF PENSION MEDICAL OFFICER (Ref: CPMO / 2007/10)


Military Pensions

SALARY
:
R194 598per annum (Part time position-5/8)

CENTRE
:
PRETORIA

REQUIREMENTS
:
MBChB or equivalent qualification. Registered with the Health Professions Council of South Africa as a Medical Practitioner with postgraduate experience of at least 5 years. Diploma in Occupational Health will be an added advantage. Computer literacy that would include a good working knowledge of Microsoft Office products. Competencies: Ability to make decisions and judge situations. Excellent interpersonal relations. Excellent verbal and written communication skills. Must be analytical and thorough - Ability to detect errors. Excellent organisational skills. Ability to prioritize urgent matters and deal with confidential matters. Ability to understand and interpret medical reports in Afrikaans will be an advantage

NOTE
:
One Chief Pension Medical Officer position is currently available at the Government Employees Pension Fund: Military Pension. This position will be filled as a contract position

DUTIES
:
Key Result Areas: The incumbent will be responsible for a wide variety of tasks which includes the following: Assist with the administration and implementation of the Military Pensions Act No 84 of 1976. Assessment of disability claims of military pensioners. Verification of medical accounts from pharmacies and health care workers. Authorization of payment for the supplying of appliances and prosthesis. Assessment of death certificates of military pensioners for the payment of widows pension. Assessment of the degree of pensionable disabilities. Verification and authorization of payment of medical accounts for the British War Veterans Agency. Verification and authorization of medical treatment and accounts in respect of retired public servants in receipt of a pension in terms of the Compensation for Occupational Injuries and –Diseases Act 130 of 1993. To serve as a medical advisor to the Special Pensions and Medical sections at the Government Employees Pension Fund.

ANNEXURE F
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser.  No faxed applications will be considered

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

MANAGEMENT ECHELON

POST 38/23
:
CLUSTER MANAGER: HOSPITAL SERVICES


Cluster: Hospital Services

SALARY
:
Remuneration package of R591 510 per annum (including choice of basic salary between (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the applicable guidelines of the Senior Management Service.  

CENTRE
:
Pretoria 

REQUIREMENTS
:
A university degree or equivalent qualification. Extensive experience of working in the health services, preferably including experience in hospitals. Extensive experience in  management, preferably including experience in health service management. Ability and preferably experience in the areas of leadership, planning, financial management and human resources management. The ability to work as part of a strategic management team and the flexibility to undertake new tasks at short notice.  A valid code 08 (Code B) driver’s licence.

DUTIES
:
Managing a cluster of five directorates, including taking overall responsibility for policy development and for financial and human resource management within the cluster *Decentralising management authority and responsibility to hospital level and introducing appropriate management systems *Focusing on cost effectiveness, quality of care and outcomes for patients *Planning where it is most appropriate to provide what facilities and what hospital services necessary *Coordinating the implementation of the Hospital Revitalisation Programme *Improving the quality and coverage of emergency medical services *Coordinate policy development and implementation on more efficient systems to manage health technology in South Africa *Developing and implement systems to improve the quality and coverage of emergency medical services *Develop and implement policies to better monitor and evaluate the performance of the hospital services *Develop and implement strategies, policies and systems to improve the quality of health facilities in both public and private sectors, including developing legislations to maintain quality standards *Improve secondary and tertiary services by implementing the recommendation of the Modernisation of Tertiary Services (MTS) process *Management of conditional grants. 

ENQUIRIES
:
For further information regarding the post, please contact Dr KS Chetty at  tel.  (012) 312  0945.

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

OTHER POSTS

POST 38/24
:
PRINCIPAL FORENSIC ANALYST



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

SALARY
:
R157 686 per annum (plus competitive benefits)  

CENTRE
:
Cape Town
REQUIREMENTS
:
BSc. In chemistry or equivalent qualification. 
Extensive experience in Gas Chromatography (GC), Mass spectrometry (MS) and High performance liquid chromatography (HPLC), with proven experience in an analytical laboratory, demonstrating skills in the field of toxicology. Knowledge of the Criminal Procedure Act, Inquest Act, Road Traffic Act, Foodstuffs, cosmetics and Disinfectants Act and the Occupational Health and Safety Act. Basic knowledge of judicial systems and court procedures. Knowledge of ISO 17025. LIMS experience. Ability to work independently and to solve forensic scientific problems. Experience  in LC MS and ICP will be a recommendation. Experience in rudimentary general management and administration procedures. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
Applied analysis of biological tissues (human viscera) and body fluid samples for toxic substances, including alcohol; analysis of foodstuff and cosmetic samples in terms of Foodstuffs, Cosmetics and Disinfectant Act using certain processes and methods including; gas chromatography using various detectors, high performance liquid chromatography, mass spectrometry, etc. *Statistical evaluation and interpretation of data as well as interpretation of analytical data and calculation of results by means of mathematical formula *Record sample information complete and review analysis, statistical analysis, reviewing of reports, certificates and affidavits *Rotation between sections should be required *Give evidence in courts of law *Attend lectures, seminars and short courses and visit academic libraries *Assist in construction of standard operating procedures *Assist in preparing the laboratory for accreditation *Operation, maintenance and record keeping of all information and data associated with instrumentation *Method development and validation of methods *Creating working instructions *Mini-project management e.g. method developing, preventative maintenance plans, etc. *Assist with training and skills development.  

ENQUIRIES
:
For further information regarding the post,  please contact Ms AM Schillack at tel. (021) 442 8940.

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

POST 38/25
:
SENIOR TRAINING OFFICER (2 POSTS)



Cluster: Human Resources Development and Management: Directorate: Human Resource Strategic Programmes: Sub-Directorate: Sector Education and Training



(This post is advertised in the Public Service only. Applicants who are not employed in the Service in terms of the Public Service Act, 1994 will not be considered for the post. This is a  re-advertisement (Ref. PSC. 20/176), candidates who previously applied for this post must re-apply if they are still interested).

SALARY
:
R132 054 per annum (plus competitive benefits)  

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelor’s Degree/National Diploma or equivalent qualification obtained at NQF level 5. Knowledge of Skills Development Act and related processes. Between 2-5 years experience as a Training Officer. Good interpersonal relation skills. Research and coordination skills. Good communication skills (written and verbal). Computer literacy. Financial and project management skills will be an added advantage. A valid code 08 (Code B) driver’s licence will also be an added advantage. 

DUTIES
:
*Assist and advice supervisors and or Managers on various training aspects *Assist the Skills Development Facilitator in compiling both the Departmental Workplace Skills Plan, Annual/Quarterly Training Report *Present, facilitate, co-ordinate and organise the Induction course for all new appointees in the Department *Manage and Administer the Study Assistance Programme *Manage the skills development budget *Facilitate and outsourcing in-house training courses, seminars, workshops and conferences *Coordinate management development programmes as requested *Assess training courses and qualifications to ensure alignment with National Qualification Framework *Co-ordinate and manage ABET, mentorship, internship and learnership programmes *Ensuring compliance of National Department of Health to Skills Development Act, Skills Levies Act and other Human Resource Development legislations *Present modular needs directed training to Clusters/Directors on request *Act as secretary to the Department’s Skills Development committees *Create a healthy training climate in the Department as well as training awareness *Liaise with both training consultants and relevant Sector Education and Training Authorities *Manage the Department’s Career Guidance Programme. 

ENQUIRIES
:
For further information regarding the post,  please contact  Ms M Mohohlo at tel. (012) 312 0746. 

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

POST 38/26
:
ADMINISTRATION CLERK GRADE II


Cluster: HIV and AIDS and STI: Directorate: NGO Co-ordination



(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, will not be considered for the post. 

SALARY
:
R49 665 per annum (plus competitive benefits)  

CENTRE
:
Pretoria.
REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification. Computer literacy. Good communication skills (written and verbal). Good interpersonal, planning and organisational skills. Experience in general office administration. Basic knowledge of financial management and provisioning administration.

DUTIES
:
*Provide administrative support to the Director *Communicate with relevant stakeholders *Make travel arrangements, book accommodation and process subsistence and travel claims *Send faxes, make photocopies and answer the telephone *Arrange meetings and workshops *Take minutes *Ordering of stationery *Manage filing system *Typing correspondence, reports, etc.

ENQUIRIES
:
For further information regarding the post,  please contact Mr GC Bonnecwe at tel. (012) 312 0136

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

ANNEXURE G
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

REPUBLIC OF SOUTH AFRICA

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. 

POST 38/27

:
COURT MANAGER (4 POSTS) REF 07/24/MP
SALARY
:
R196 815 – R228 492 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
MAGISTRATE OFFICE: 



CAROLINA (1); ( NSIKAZI; 



MIDDLEBURG AND ( EVANDER

REQUIREMENTS
:
A three year bachelor degree/ diploma in Administration or equivalent tertiary  qualification; At least three years’ managerial or supervisory experience; A valid drivers’ licence; The following will serve as a strong recommendation; Knowledge ;and experience in office and district administration; Knowledge of the financial management and PFMA; Skills and competencies; Strong leadership and management capabilities; Strategic capabilities; Good communication skills ( verbal and written);
DUTIES
:
Coordinate and manage the financial and human resources of the office; Manage the strategic and business planning processes ;Manage the facility, physical resources, information and communication related to courts ;Implement the departmental policies at the courts; Compile and analyse court statistics to show performance and trends; Provide case tracking services to the judiciary and prosecuting authority; Compile annual performance and statutory reports to the relevant users; Develop and implement customer service improvements strategies; Lead and manage the transformation of the office; Manage the projects intended to improve court management; Manage the communication and relations with the internal and external stakeholders.
ENQUIRIES
:
Ms M. Lebeloane ( (013) 753 - 9321.
APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only.


:
Quoting the relevant reference number, direct your application to:
The Regional Head, Private Bag X11249, Nelspruit, 1200 for attention 


Ms M. Lebeloane 

CLOSING DATE
:
01 October 2007

POST 38/28
:
SENIOR PROVISIONING ADMINISTRATION OFFICER (5 POSTS) REF 07/386/MAS
SALARY

R132 054 – R153 312 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master Of The High Court


Bisho (1), ( Kimberley (1), 



Port Elizabeth (1), ( Durban (1) and Pietermaritzburg (1)
REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification in Finance (Accountancy) plus three years relevant experience or Grade 12 plus ten years relevant experience; Three years supervisory experience. Skills and Competencies: Good Communication skills (written  & verbal); Good supervisory skills; Interpersonal skills; Computer literacy; Ability to work under pressure and manage conflict situations effectively.
DUTIES
:
Supervise and train provisioning administration staff; Maintain data base of suppliers; Supervise performance of electronic procurement transactions; Monitor payments to suppliers; Receive monies collected (e.g. staff telephone accounts, overpayments  from suppliers); Ensure approval of all transactions before capturing; Check claims; Compile the budget for provisioning (as required in terms of DFI); Monitor the provisioning administration budget; Keep securities (equipment such as furniture, recording machines etc.); Control the stores. 
ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747
APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
08 October 2007

POST 38/29

:
ADMINISTRATIVE OFFICER REF 07/10 WC
SALARY
:
R106 335 – R124 866 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Magistrate Office, Piketberg
REQUIREMENTS
:
An appropriate three-year’s Bachelor’s Degree or equivalent qualification and/or appropriate knowledge and experience; Knowledge and skills in financial management and procurement in the Public Service; Computer literacy; Knowledge and skills with regard to compliance with the PFMA, National Treasury Regulations and other relevant statutes or Regulations; Strong interpersonal and communication skills; Application of BAS and JYP would be an added advantage.
DUTIES
:
The successful candidate will act as Office Manager; Financial Operations:  performing accounting and financial operational functions according to Departmental Financial Instructions and compliance with PFMA; Budgeting, planning, monitoring and control; Monitor budget (monies in trust and vote) Spending in accordance with those policies and procedures within the Justice Department; Ensure that all financial reporting regarding budget is timeously and satisfactory submitted to the Regional CFO; Render aid on a wide variety of matters within the occupation category context:  the interpreting of statutes, maintenance, legal aid, planning actions and special projects; Render training to clerical staff with regard to official matters;    General supervision of clerical staff, performance management and disciplinary matters;  Handle correspondence and draft memoranda, submissions and reports;    Provide case tracking service to Judiciary and Prosecuting Authority;    Compile statistics to show performance and trends; Check diverse documents and work performed by co-workers for completion and correctness;  Facilitate training and development of clerical personnel and any other duty that may be necessary for the smooth running of the office;  Control case flow management and the utilization and maintenance of the assets and accommodation of the Department.
ENQUIRIES
:
Mr N Luddy  ( 021 462 5471
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Regional Head, Department of Justice, Private Bag X 9171, Cape Town, 8000. OR Physical address: Eleventh floor Plein Park Building, Plein Street, Cape Town.
CLOSING DATE
:
28 September 2007
POST 38/30

:
CHIEF ACCOUNTING CLERK:  BOOKKEEPING AND PAYMENTS



REF 07/395/CFO
SALARY
:
R106 335 – R124 866 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification plus three years experience or Grade 12 plus extensive experience in a financial environment; Knowledge of Basic Accounting System (BAS); Knowledge of Treasury Regulations and Public Finance Management Act (PFMA). Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Good interpersonal skills; Ability to work under pressure and be self motivated; Leadership and management capabilities; Accuracy and attention to detail.

DUTIES
:
Control and authorize creditor and sundry payments and journals; Reconcile control and suspense accounts; Supervise Senior Accounting Clerks by allocating work, ensuring office discipline and providing on the job training; Evaluate work performance of sub-ordinates; Ensure adherence to all applicable prescripts and regulations. 

ENQUIRIES
:
Mrs 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
:
08 October 2007

POST 38/31

:
MAINTENANCE INVESTIGATOR REF 07/09 WC
SALARY
:
R85 362 – R99 108 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: ( Polokwane (1) And ( Pietermaritzburg (1)

REQUIREMENTS
:
The successful appointee should have a Matric certificate (Grade 12), an applicable legal qualification or paralegal qualification and applicable experience in Family Law matters and knowledge of the Maintenance Act, 1998 (Act No. 99 of 1998) ● Applicants must be in possession of a driver’s license.

DUTIES
:
Tracing of persons liable to pay maintenance and maintenance defaulters; gathering and securing of information relating to maintenance enquiries and defaulters; and testifying in court, under the supervision and control of maintenance officers/maintenance prosecutors, these duties and functions relate to an office function requiring administrative and computer knowledge and/or an outdoor function requiring physical tracing capabilities.

ENQUIRIES
:
Ms K Erasmus  ( 021 462 5471
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Regional Head, Department of Justice, Private Bag X 9171, Cape Town, 8000. OR Physical address: Eleventh floor Plein Park Building, Plein Street, Cape Town.

CLOSING DATE
:
28 September 2007
POST 38/32
:
SENIOR PERSONNEL OFFICER (2 POSTS) REF 07/385/MAS
SALARY
:
R85 362 – R99 108 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: ( Polokwane (1) And ( Pietermaritzburg (1)

REQUIREMENTS
:
Grade 12 or equivalent qualification; At least five years administrative experience.  Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Good organizing; Ability to work under pressure; Good interpersonal relations; Accuracy and attention to detail. 

DUTIES
:
Deal with appointment of permanent and temporary staff; Handle performance agreements for staff; Process applications for leave; Ensure that staff is informed of new HR policies and changes; Conduct research on identified HR issues to respond to staff enquiries; Keep staff records and files;  Keep record of circulars and general minutes related to HR. 

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address: The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
08 October 2007

POST 38/33
:
SENIOR ADMINISTRATION CLERK (28 POSTS) REF 07/389/MAS
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: 



( Bloemfontein(1),  ( Cape Town (1), 



( Grahamstown (1), ( Johannesburg (10), 



( Kimberley (1), ( Mmabatho(1), ( Mthatha (5), 



( Pietermaritzburg(1), ( Polokwane (3),



( Port Elizabeth (1) And ( Pretoria (3)

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years administrative experience. Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Good Interpersonal relations; Ability to work under pressure; Problem solving; Attention to detail. 
DUTIES
:
Handle routine work done at the Office; Deal with correspondence; Maintain records; Apply Public Service and Treasury Instructions in terms of the Public Finance Management Act (PFMA); Perform various other administrative duties.  
ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747
APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
08 October 2007

POST 38/34

:
RECEPTIONIST (4 POSTS) REF 07/387/MAS
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: 



( Kimberley (1), ( Mthatha (1), 



( Polokwane (1) And ( Port Elizabeth (1) 

REQUIREMENTS
:
Grade 10/12 or equivalent qualification. Skills and Competencies: Communication skills (verbal and written); Computer literacy (MS Office); Good Interpersonal relations; Good listening skills; Conflict Management.   

DUTIES
:
Receive and welcome visitors; Notify staff if they have visitors; Direct customers to the relevant department or to security; Answer incoming calls and transfer to the relevant person; Receive incoming and outgoing mail/ documents and direct to the relevant person.  

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
08 October 2007

POST 38/35

:
ACCOUNTING CLERK (33 POSTS) REF 07/388/MAS
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: 



( Bloemfontein (5), ( Cape Town (5), 



( Grahamstown (5), ( Kimberley (1), 



( Pietermaritzburg (7), And ( Pretoria (10),

REQUIREMENTS
:
A Bachelors Degree or Grade 12 with Mathematics or Accounting as a passed subject plus two years relevant experience. Skills and Competencies: Computer literacy (especially MS Word, Excel, Power Point and Outlook; Self driven and innovative; Ability to work independently and in a highly pressurized environment; Strong communication skills with the ability to motivate and direct people; Accuracy and attention to detail; The ideal candidate should be honest and reliable, responsible, accountable, efficient, will to work under pressure, teamwork orientated and believe in transparency; Good Interpersonal relations.

DUTIES
:
Administer and maintain the Guardians Fund Books and Registers; Responsible for the office safe; Manage and administer deposits and prepare the receipting of all deposits; Draw bank statements, check all entries and obtain relevant details of  beneficiaries; Draw and update the EFT register, cashbook and main ledger; Compile and update SARS Accounts and prepare IT3B certificates; Attend to suspense accounts; Capture and update accounting details; Manage and administer daily payments, compile payment sheets and covering letters; Write cheques, prepare a daily cheque list and update the cash book; Attend and respond to correspondence; Compile Statistics; Attend to client services and attend to public enquiries


ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
08 October 2007

POST 38/36
:
SENIOR REGISTRY CLERK REF 07/390/MAS
SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court, Durban 
REQUIREMENTS
:
Grade 12 or equivalent qualification; At least two years experience as a registry clerk; Knowledge or experience of working in a legal office would be an advantage. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Interpersonal skills; Accuracy and attention to detail; Proven organizational skills and time management.

DUTIES
:
Open files and file documents; Open daily mail; Trace files and perform other administrative duties; Provide support to the Masters or the technical staff in Master.

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

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

CLOSING DATE
:
08 October 2007

POST 38/37
:
TELECOM OPERATOR REF 07/391/MAS
SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
MASTER OF THE HIGH COURT, PORT ELIZABETH 

REQUIREMENTS
:
Grade 12 or equivalent qualification; Previous experience will be an advantage. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Interpersonal skills; Highly motivated individual with good command of English; Passionate about rendering good customer service; Ability to work on a switchboard; Accuracy and attention to detail.

DUTIES
:
Handle all incoming and outgoing calls; Forward calls to the appropriate divisions/sections/officials; Take and forward messages; Print and distribute monthly telephone accounts; Keep a register of all telephone accounts; Report faults to Telkom.  

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

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

CLOSING DATE
:
08 October 2007

POST 38/38
:
DATA CAPTURER REF 07/392/MAS
SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court:
( Cape Town (3), ( Johannesburg (2), 



( Mthatha (2), ( Pietermaritzburg (3), 



( Port Elizabeth (1) And ( Pretoria (1)
REQUIREMENTS

Grade 12 or equivalent qualification; Two years experience in data capturing, including experience in MS Access, Excel and Power Point. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Interpersonal skills; Ability to work under pressure; Numerical skills; Literacy; Accuracy and attention to detail.

DUTIES
:
Collect Files from Groups; Register files collected; Capture/ update files from the different groups; Open new files; Trace missing files of Magistrate (fast tracking); Type correspondence for the Assistant and Deputy Master; Keep weekly and monthly statistics of files attended to.  

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

APPLICATIONS
:
Separate applications should be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.  Please do not use envelopes in the application box.

CLOSING DATE
:
08 October 2007

POST 38/39
:
HELPDESK OPERATOR: CALL CENTRE (2 POSTS) REF 07/393/MAS

SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master Of The High Court, Pietermaritzburg
REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years experience. Skills and Competencies: Computer literacy (MS Office and MS Access); Good communication skills (written and verbal); Interpersonal skills; Ability to work under pressure; Ability to manage conflict situations effectively; Literacy.
DUTIES
:
Assist external clients daily over the phone; Contact external clients if there are any queries around their applications; Explain to the Clients the procedures of the Guardians Funds, application forms that are being used at the Guardians Funds and also inform them how long it takes to effect the payment; Post application forms to the clients; Help the members of the Public, who visit the Office with their queries; Prepare urgent applications when instructed by supervisor; Keep records of daily outgoing calls; Draw card and Guardians Funds files to the Assistant Masters if there are queries over the files; Keep weekly statistics for work being done at call centre.

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

APPLICATIONS

Quoting the relevant reference number, direct your application to:

Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.  Please do not use envelopes in the application box.

CLOSING DATE
:
08 October 2007

POST 38/40
:
SENIOR PROVISIONING ADMINISTRATION CLERK REF 07/396/MAS
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court, Pietermaritzburg
REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus relevant experience or Grade 12 with two years’ appropriate experience in a fully operational office with regard to Procurement, Provisioning and Office Services; Knowledge of ST36, ST37, PFMA, BEE, BAS, PPPFA and the procurement delegations and procedures. Skills and Competencies: Good Communication skills (written  & verbal); Computer literacy (MS Office); Good Interpersonal skills; Good Public Relations skills. Personal Attributes: Hardworking; Efficient and Resourceful; Ability to work under pressure and to solve problems; Record management; Stock taking; Sound knowledge of procurement. 
DUTIES
:
Responsible for all transit duties; Timeously order office stationery; Receive supplies in stores by identifying and inspecting of quantity according to order/delivery note; Allocate supplies in correct space in store; Issue supplies by checking the requisition form for completeness; Control stock items in store by regular counting in order to combat losses; Make entries on all applicable kinds of documents, registers, charts and books in order to determine the stock levels and to replenish stock; Keep store clean and neat; Act as transport/ordering/payment clerk when the need arises; Attend to the repair, service maintenance of all office equipment and obtain quotations; Maintain Asset Register and registers of labour saving devices; Responsible for the inventory of office furniture, equipment and stationery; Ensure that all office equipment are bar coded; Order, record and distribute office stamps. 

ENQUIRIES
:
Mr Wisani Manhengeni ( 012 357 8747

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

CLOSING DATE
:
08 October 2007
ANNEXURE H
DEPARTMENT OF LAND AFFAIRS

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

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

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

OTHER POSTS

POST 38/41
:
SENIOR PERSONNEL PRACTITIONER (REF: S8/3/2007/1007)
SALARY
:
R132 054 per annum 

CENTRE
:
Directorate: Human Resource Management: Pretoria

REQUIREMENTS
:
An appropriate three year tertiary qualification in HR plus relevant experience in recruitment and selection. * Understanding of applicable Human Resource Legislation and policies *Computer literacy and report writing skills. * Excellent planning and organising skills * * Good written and verbal communication skills. * Good interpersonal relations. * Knowledge of Persal and a valid driver’s licence will be an added advan​tage. * Ability to work under pressure and willingness to travel. *Ability to deal with demanding clients and solve problems.

DUTIES
:
Handle the administrative process with regard to recruitment, selection * Prepare and provide employment statistics or reports to the Director: Human Resource Management and line managers * Ensure adherence to effective implementation of Human Resource policies, acts, regulations, guidelines, processes and procedures * Contribute to the promotion of Human Resource best practices * Provide expert advice on matters regarding recruitment and selection * Develop Human Resource policies and practices  in respect of recruitment and selection.

POST 38/42
:
PRINCIPAL PERSONNEL OFFICER (REF: S8/3/2007/1005)
SALARY
:
R106 335 per annum 

CENTRE
:
Directorate: Human Resource Management: Pretoria

REQUIREMENTS
:
Appropriate three year tertiary qualification in Human Resources or Senior certificate plus relevant experience in Human Resource Management. * Successful completion of PERSAL Administration and Persal Establishment course * Good understanding of Persal administration. * Understanding and knowledge of applicable Human Resource Legislation and policies. * Ability to analyze and interpret HR policies and prescripts. *Good Planning and organising skills. * Verbal and written communication skills. *Good inter-personal skills. * Supervisory skills and ability to work in a team and under pressure. Attention to detail.

DUTIES
:
Manage and maintain the advertising of posts and establishment process * Maintain the departmental advert database system *Render an advisory support service on HR matters to clients * Liaise with service provider. *Prepare monthly and quarterly statistics* Ensure the following: Administration of Employment Supports Functions, Appointment, Mobility (Promotions and Transfers) and other personnel related matters. * Other Human Resource Management functions may be included.

POST 38/43
:
PERSONNEL PRACTITIONER (REF: S8/3/2007/1006)
SALARY
:
R106 335 per annum 

CENTRE
:
Directorate: Human Resource Management: Pretoria

REQUIREMENTS
:
An appropriate three-year tertiary qualification plus relevant experience in Human Resource * Understanding of applicable Human Resource prescripts (PSR, PSA, EEA, BCEA, LRA etc.) and procedures * Computer literacy * Knowledge of PERSAL * Excellent planning and organizing skills * Good written and verbal communication skills * Ability to work under pressure and willingness to work extended hours * A valid drivers licence will be an added advantage.

DUTIES
:
Handle the administrative process with regard to recruitment, selection* Prepare and provide employment statistics or reports to the Director: Human Resource Management and line managers * Ensure adherence to effective implementation of Human Resource policies, acts, regulations, guidelines, processes and procedures * Contribute to the promotion of Human Resource best practices * Provide expert advice on matters regarding recruitment and selection * Develop Human Resource policies and practices  in respect of recruitment and selection

POST 38/44
:
SENIOR SECREARY (REF: S8/3/2007/1002)
SALARY
:
R68 955 per annum
CENTRE
:
Directorate: internal Audit: Pretoria

REQUIREMENTS
:
The official required for this position should be solution and service orientated, confident, creative, disciplined, accurate, responsible and professional. To be considered for this appointment you must have the following knowledge, skills, training and competencies: * The ideal candidate will have a Senior Certificate or equivalent qualification with typing as a fully passed subject or any secretarial qualification and relevant two years’ experience. * Computer literacy (in particular Windows and Ms Office) is essential for this position. * Excellent developed liaison and communication skills. * Good interpersonal relations and organising skills. * Knowledge of meeting procedures. Note: Coloured females are encouraged to apply

DUTIES
:
* Manage a professional communication and reception environment for the Directorate: Receiving and making telephone calls on behalf of the Director. * Professionally attending to all clients/visitors/staff of the Director. * Ensure that all messages are attended to timeously. * Direct internal and external enquiries to the responsible official. * Arrange and co-ordinate all meetings for and on behalf of the Directorate: Liaise with relevant roleplayers on the arrangements of the meeting. * Co-ordinate and re-schedule meeting when necessary. * Secretariat for Directorate’s meetings or when needed and typing and distribution of minutes. * Provide all relevant docu​mentation and sufficient copies to attendees. * Manage the administration, secretarial and sup​port services to the Directorate: Manage and maintain a well updated filing system. * Handle confidential documents with utmost discretion. * Manage the Director’s diary and remind her of appointments. * Arrange for refreshments when necessary. * Filing, faxing, photocopying and tracing of document. * Type letters, reports and documents when required to. * Attend to all logistical arrangements for Directorate: Arrange all travel arrangements needed. * Confirm and co-ordinate all arrangements. * Ensure that all relevant documentation are available. * Submit claims timeously after completion of trip. * Arrange for all venues and refreshments for meetings. * Manage and co-ordinate all incoming and out going correspondence: Co-ordinate and monitor all correspondence ensuring that deadlines are met. * Follow up on feedback to and from the Director. * Attend to all enquiries relating to the submission of documents to and from the Director. Deliver documents. * Manage leave register and forms for the directorate. * Manage telephone accounts and recovery of costs from staff for the Directorate. * Manage asset registers and movement of assets for the directorate. * Alternative duties may be added as decided by the Director.

POST 38/45
:
SENIOR PERSONNEL OFFICER (REF: S8/3/2007/1004)
SALARY
:
R68 955 per annum
CENTRE
:
Directorate: Human Resource Management: Pretoria

REQUIREMENTS
:
* Senior Certificate as well as personnel administration experience. * Knowledge of Persal. * Understanding and knowledge of applicable Human Resource Legislation and policies *Computer literacy and interpersonal skills. Good written and verbal communication skills * Ability to work in a team and under pressure. Good planning and organisation skills. * Attention to detail* Successful completion of PERSAL Administration course will be an added advantage.

DUTIES
:
The incumbent will be responsible for: * Handling personnel administration matters pertaining to advertising of posts, establishment, transfers and promotions *Implement transactions on Persal if required. * Assist with attending to HR related enquiries. Other Human Resource Management functions may be included. Render a support service on HR matters to clients. Contribute to the promotion of Human Resource best practices. Assist with the collating of statistics on employment.
ANNEXURE I
NATIONAL PROSECUTING AUTHORITY

The NPA is an equal opportunity, Employment Equity Employer. Disabled persons are encouraged to apply. In the filling of vacancies, the objectives of Section 195 (1) (i) of the Constitution of the Republic of South Africa, 1996 (Act 108 of 1996) and the Employment Equity Act, 1998 (Act 55 of 1998), will be taken into consideration.
APPLICATIONS
:
Forward your application, clearly quoting the relevant recruitment number, each post has a different Recruitment number, Applications without the correct Recruitment number/without a Recruitment number will not be processed, to National Prosecuting Authority of South Africa, Private Bag x 752, Pretoria, 0001. E – Mail addresses and fax numbers are provided for each post respectively. Alternatively, hand deliver to:  123 Hartley, cnr. Westlake Street, Weavind Park, Pretoria, 0001 or post to: Private Bag X 752, Pretoria 0001.

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

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

OTHER POSTS

POST 38/46
:
ADVANCED DEPUTY MANAGER


NPA Programme Management Office (PMO)

SALARY
:
R196 815 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate 3 year degree or diploma in a Business/Commerce related fields. At least 5 years relevant experience in administration. Basic understanding and experience in Project Management. Ability to perform general administrative functions.  Proven managerial experience. Problem solving skills. Decision-making skills. General Computer Literacy skills and knowledge of programs such as MS Office (MS Word), PowerPoint, Excel, Outlook etc. Technical advice and guidance ability. Project Management skills. A valid driver’s license

DUTIES
:
Provide high quality administrative support to the PMO Management. Facilitate and co ordinate the administrative duties of the implementation of project  management tools to track the implementation of strategy. Provide guidance, strategic and operational support to the PMO Management. Draft project progress reports for the PMO Management. Render administrative support services. Manage PMO administration support staff. You may be required to travel outside your geographical areas. You may be required to render services outside normal working hours from time to time.

ENQUIRIES
:
Bradley Smith Tel no. 012 349 6654, Recruit0816@npa.gov.za Fax no: 012 843 4052 Ref no. 0816
POST 38/47
:
ASSISTANT MANAGER: FINANCE (ENFORCEMENT): AFU

SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits
CENTRE
:
Durban, Johannesburg

REQUIREMENTS
:
Grade 12  certificate and relevant financial experience. A relevant degree or post Matric diploma will be an advantage. Strong interpersonal, presentation and communication skills. Good written and verbal communication skills. General computer skills and knowledge of programmes such as Ms Word and Excel. Ability to think independently and innovatively. Knowledge and understanding of asset forfeiture will be an advantage.

DUTIES
:
Liaise with curators regarding all aspects of cases. Monitor general performance of duties by curators to ensure and report on good value for money for the state. Evaluate curator fees and process payments. Liaise with the Master of the High Court regarding the appointment, payment and performance of curators. Assist with the design, implementation and adherence to policies and procedures around the functioning of the curators. Maintain records and management information relating to all Assets Forfeiture matters. Ensure curators comply promptly with all orders granted.

ENQUIRIES
:
Cherol Bharosa Tel no. 012 845 6712 Recruit0817@npa.gov.za Fax no: 012 843 4053 Ref no. 0817
POST 38/48
:
SENIOR FINANCE OFFICER



Finance and Procurement Service Centre

SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate degree/national diploma backed by relevant Experience. Sound Knowledge of Logis and BAS. Computer literacy in MS Excel, Word and PowerPoint. Good communications Skills. Computer literacy in MS Excel, Ms Word, MS PowerPoint and BAS. Thorough knowledge of PFMA and Treasury Regulations

DUTIES
:
Monitoring Business Units expenditures against allocated budget, coordinate all inputs in the budget process, report on state of expenditure, and serve as BAS System. The incumbent will be responsible to prepare monthly, quarterly and yearly expenditure reports. To analyse expenditure reports in order to detect any incorrect allocations. To co-ordinate Budget, BAS, SCOA and PFMA training for officials. To co-ordinate all the inputs in the budget process. To consolidate budget inputs from the units. To comply with budgetary requirements as stipulated in the PFMA and Treasury Regulations. To Authorise Entities, Journal Entries and Budget on BAS. Supervision of staff. Attend to all queries relating to budget and expenditure. Serve as a budget coach of all Business Units within the NPA. Assist the Finance Manager with the overall management of the budget and expenditure. Developing systems and procedures for budget monitoring and control. Creating and Maintaining BAS code structure. Providing BAS training to all staff. Creating User ID’s, Groups and Profiles on BAS. Creating Transaction and Item Processing Rules. Monitoring all suspense and disallowance accounts incl age analysis. Clearing of all exceptions on suspense accounts.

ENQUIRIES
:
Busi Nxumalo Tel no. 012 845 6047 Recruit0818@npa.gov.za Fax no: 012 843 4054 Ref no. 0818 
POST 38/49
:
ASSISTANT MANAGER: GENERAL



NPA Programme Management Office

SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
A three 3 year degree/diploma. At least 3 years relevant experience in administration. Strong administrative, decision making, organizational and general office management skills. Communication skills (verbal and written). Good planning and supervisory skills. Computer Literacy with experience in MS Word, PowerPoint, Excel etc. Performance Measurement skills. Ability to execute, interpret and put forward recommendations on policies and procedures.

DUTIES
:
Execute a wide variety of administrative tasks pertaining to the provision of support to line functionaries e.g. responsible for workflow and document tracking in the office. Drafting memorandums, drafting of correspondence with members of the public and other organizations and state departments. Provide administrative, logistical and human resources support to the office. Keep a well organized administrative function for the office. Supervise the incoming work and divide the work amongst administrative assistants. Perform certain less complicated leadership functions in respect of giving guidance, technical and specialized advice, interpreting and application of directives and policy, panning, budgeting, labour relations, performance assessment/measurement and the exercising of control and guidance. Perform other tasks as may be delegated. Experience preferably within the Criminal Justice System. A valid Drivers License. You may be required to travel outside your geographical areas. You may be required to render services outside normal working hours from time to time.

ENQUIRIES
:
Bradley Smith Tel no. 012 349 6654 Recruit0819@npa.gov.za Fax no: 012 843 4055 Ref no. 0819 
POST 38/50
:
LEGAL SECRETARY: AFU

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria 
REQUIREMENTS
:
Post Matric qualifications. At least three years Legal Secretarial experience. Integrity and discretion when dealing with secret and confidential matters. Dictaphone typing and general dictation typing. Ability to manage diaries and appointments. Ability to type accurately and fast and draft short memos. Computer literacy, Especially MS Word, PowerPoint, e-mail and Internet.

DUTIES
:
Secretarial services. Draft various forms of legal documents in support of civil court proceedings. Maintain a database of various legal documents compiled by the unit. Type notices and applications with minimal supervision. Reference and index court files, judgements and legal precedents. Provide general support to legal professionals.    

ENQUIRIES
:
Cherol Bharosa Tel no. 012 845 6712 Recruit0820@npa.gov.za Fax no: 012 843 4056 Ref no. 0820
POST 38/51
:
LEGAL SECRETARY: AFU

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTER
:
Far North: Nelspruit

REQUIREMENTS
:
Post-Matric qualifications. At least three years legal secretarial experience. Integrity and discretion when dealing with secret and confidential matters. Dictaphone typing and general dictation typing. Ability to manage diaries and appointments. Ability to type accurately and fast and draft short memos. Computer literacy, especially familiarity with MS Word, PowerPoint, e-mail and Internet.

DUTIES
:
Secretarial and administrative services, Provide a high level of secretarial support to the head of the office: diary management, organize meeting and workshops. Take and distribute minutes of meetings. Draft various forms of legal documents in support of civil court proceedings. Maintain a database of various legal documents compiled by the unit. Type notices and applications with minimal supervision. Reference and index court files, judgements and legal precedents. Maintain administrative and filing system. Receive and attend to correspondence. Typing, photocopying, faxing and filing of documents. Attend to travel arrangements for members of the office. Provide general support to legal professionals.

ENQUIRIES
:
Cherol Bharosa Tel no. 012 845 6712 Recruit0821@npa.gov.za Fax no: 012 843 4057 Ref no. 0821 
POST 38/52
:
FINANCE OFFICER (2 POSTS)


Finance and Procurement Service 

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate degree/national diploma backed by relevant Experience. Sound Knowledge of BAS. Computer literacy in MS Excel, Word and PowerPoint. Thorough knowledge of PFMA and Treasury Regulations.  Sound knowledge of Accounting and good Communications Skills

DUTIES
:
Monitoring Business Units expenditures against allocated budget, consolidate all inputs in the budget process, report on state of expenditure, maintain entities on BAS and serve as assistant BAS System Controller. The incumbent will be responsible for preparing monthly expenditure reports. To analyze expenditure reports to detect any incorrect allocations. To prepare and capture journal entries. To capture entities on the system. To consolidate budget inputs from the units. To draw-up expenditure reports from BAS. To clear Telkom exceptions on the system. Do faxing, photocopies and record keeping (filling) for easy reference. Attending to all queries relating and expenditure. Assist the Senior Finance Officer: Budget with overall management of the budget and expenditure. Assist the BAS System Controller with some his/her functions. Serve as a budget coach of certain Business Units within the NPA.

ENQUIRIES
:
Busi Nxumalo Tel no. 012 845 6047 Recruit0822@npa.gov.za Fax no: 012 843 4058 Ref no. 0822 
POST 38/53
:
EMPLOYEE WELLNESS PRACTITIONER X 2

SALARY
:
R106 335 per annum plus medical aid, housing subsidy and pension

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate Bachelor’s degree or Diploma in Social Sciences. Registration with the South African Council for Social service professions (SACSSP or Health professional Council of South Africa (HPCSA). Relevant working experience in a similar role (preferably 2-7 years experience. Functional knowledge and application of EWP and other related legislation and computer literacy. Competencies: Planning and organising. Written and verbal communication skills. Coordinating and facilitation skills presentation skills. Liaison and networking skills. Project management and people management skills.

DUTIES
:
Coordinate Employee Wellness services Liaise with EWP external service providers. Coordinate and implement Health promotions and HIV &AIDS workplace programmes. Coordinate and implement pro-active programmes. Establish and sustain EWP regional committees.  

ENQUIRIES
:
Phuthi Semenya Tel no: 012 845 6906 Recruit0823@npa.gov.za Fax no: 012 843 4059 Ref no. 0823
POST 38/54
:
CHIEF ADMIN ASSISTANT: GENERAL: AFU
SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits
CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus 3-5 years’ experience in general office administration. Strong interpersonal and presentation skills. Good written and verbal communication skills. General Computer skills and knowledge of programmes such as MA Word and Excel. Ability to think independently and innovatively. Knowledge and understanding of Public Service will be a strong advantage. 

DUTIES
:
Provide a high level of administrative support to the head of the office and other staff. Deal with all finance, procurement, travel and human resource matters. Render general administrative support such as filling, photocopying, faxing, receiving, and dispatching of documents. Liaise with the head office in respect of all matters pertaining to the functioning of the office. Draft correspondence, memoranda and reports to management. Maintain records and management information relating to all asset forfeiture matters. Perform other functions as and when requested by the office.
ENQUIRIES
:
Cherol Bharosa Tel no. 012 845 6712 Recruit0824@npa.gov.za Fax no: 012 843 4060 Ref no. 0824 
POST 38/55
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL



NPA Programme Management Office (PMO)

SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Matric/ Senior Certificate or equivalent qualification with typing as a fully passed subjects. 2-3 years relevant experience in administration. Very good communication skills (written and verbal). Computer Literacy Skills and knowledge and experience in MS Word, PowerPoint, Excel and Outlook. Strong organizational ability. Ability to read and write and speak fluently in English. General office management skills and knowledge. Good typing skills. Ability to work under pressure. Good interpersonal skills. Good office administration skills. Good administration practice. Event management.

DUTIES
:
Execute a wide variety of administrative tasks pertaining to the provision of support to line functionaries. Provide high quality administrative secretarial services to the unit including filing management and systems and screening of calls. Plan, organize and co-ordinate events, meetings, or other engagements. Attend to correspondence and liaise with other role players within the justice sector. Typing of correspondence, reports and meeting minutes amongst others. Make travel and accommodation arrangements where necessary. Perform other tasks as may be delegated.

ENQUIRIES
:
Bradley Smith Tel no. 012 349 6654 Recruit0825@npa.gov.za Fax no: 012 843 4061 Ref no. 0825 
POST 38/56
:
PRINCIPAL ADMINISTRATION ASSISTANT



Unit: Communications

SALARIES
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTER
:
Head Office

REQUIREMENTS
:
Senior certificate or equivalent. Experience in performing general administrative functions. Good planning and organization skills, written and verbal communications. General computer literacy skills and knowledge in programmes such Ms Word, Excel, PowerPoint, etc. Problem solving skills. A valid driver’s license

DUTIES
:
Providing general administrative and secretarial support to Senior Managers. Managing the corporate gifts and promotional material inventory. Co-coordinating and managing the unit user register. Develop and manage an efficient filing system for the unit (e.g. policies, invoices, etc.). Assist with the co-ordination of events. Perform any other duties assigned by the Senior Managers. Provide high level administrative support to professional staff.

ENQUIRIES
:
Bryce Makuse Tel no. 012 845 6128 Recruit0826@npa.gov.za Fax no: 012 843 4062 Ref no. 0826 
POST 38/57
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL: SECURITY AND RISK



(6 months contract)

SALARY
:
R85 362 per annum 

CENTRE
:
Durban, KZN Regional Office, East London, Eastern Cape Regional Office, Cape Town, Western Cape Regional Office

REQUIREMENTS
:
A relevant post-Matric qualification and / or relevant administration processes.  Experience in personnel security.  Strong interpersonal, communication and presentation skills.  Sound knowledge of all the operational functions of vetting support.  Strong verbal and written communication skills.  Good typing skills.  Integrity and discretion in dealing with confidential and secret documentation. Must be able to draft memos in support of the internal vetting investigations and integrity.  General computer literacy and knowledge of programs such as MS Word, PowerPoint Excel, etc is essential.

DUTIES
:
Co-ordinate with SRM Head Office with regard to the necessary documents needed for operational purpose.  Confirm appointments for all investigators of all investigation documentation and perform administrative functions. Provide general admin support to all investigators.  Maintain a database of various integrity documents drafted by the Directorate.  Draft correspondence to all the institutions and members of the organization, including potential members, service providers and contract employees with regard to any information that might be required for the necessary operations.

ENQUIRIES
:
Charmaine Marshall Tel no. 012 845 6865 Recruit0827@npa.gov.za Fax no: 012 843 4063 Ref no. 0827
POST 38/58
:
SENIOR ADMIN ASSISTANT: GENERAL: AFU
SALARY
:
R68 955 per annum plus housing allowance, annual 
service bonus, pension and medical benefits
CENTRE
:
Durban

REQUIREMENTS
:
Grade 12 certificate or equivalent  qualification and relevant experience. Strong Interpersonal, presentation and communication skills. Good written and verbal. Communication skills. General computer skills and knowledge of programmes Such as Ms Word and Excel. Proven administrative skills.

DUTIES
:
General administrative functions, including filing, photocopying and faxing of Documents. Assist with the numerical and indexing of files, opening, drawing and distribution of files. Receive and handle correspondence. Assist  with establishing and database for filing system. Ensure that proper document tracking system is in Place. Deal with all finance, procurement, travel and human resource matters.

ENQUIRIES
:
Cherol Bharosa Tel no. 012 845 6712 Recruit0828@npa.gov.za Fax no: 012 843 4064 Ref no. 0828 
ANNEXURE J
NATIONAL TREASURY

APPLICATIONS
:
National Treasury, Private Bag X 115, Pretoria, 0001 or e-mail to recruit.oag@treasury.gov.za. Applications can also be faxed to (012) 315 5557

CLOSING DATE
:
28 September 2007 at 12:00

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

OTHER POSTS

POST 38/59
:
PERSONAL ASSISTANT: NATIONAL ACCOUNTS REFERENCE NUMBER: S147/2007



Division: Office of the Accountant-General

SALARY
:
R106 335 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
: 
Three year post Matric qualification in Secretarial or Business Management  Extensive experience in the use of Microsoft Office packages:  Word, Excel, PowerPoint and Outlook ●Good communication and organisational skills ●Pro-active and willingness to grow.

DUTIES
:
It would be expected from the candidate to provide: ● Secretarial support: Maintain the manager’s diary and manage appointments. Manage the electronic document tracking system. Do all typing, faxing, photocopying and taking minutes in meetings. Assist managers in compiling presentations. Arrange meetings (conference room, documentation, parking, lunch / tea / coffee).  Manage travel arrangements (including overseas.  trips). ● Administrative support: Organise the office of the manager.  Perform provisioning administrative functions for the section.  Manage the filing system. Ensure and co-ordinate fast and efficient handling of all correspondence. Meet deadlines for documents (determine priority and follow up). Assist the line manager with the preparation, proof-reading and quality control of documents emanating from the office. Assist the manager with the co-ordinating and administration tasks of relevant projects. 
● Financial support: Administer and manage the budget of the Chief Directorate: National Accounts. Compile the internal budget and contribute to budget documentation. Advise on expenditure trends in respect of the budgets in the Chief Directorate:  National Accounts. ● Do research: Conduct research on relevant topics. Prepare information, presentations and report on different topics of research. 

ANNEXURE K
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 representativeness (race, gender and disability) in the Public Service through the filling of these positions. Candidates, whose appointment/transfer/promotion will promote representativeness, will therefore receive preference. An indication by applicants in this regard will expedite the processing of applications.

APPLICATIONS
:
Forward your applications, 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
:
05 October 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 copied of qualifications.  Correspondence will be limited to successful candidates only and will be subjected to a security clearance.  If you have not been contacted within 3 months of the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POSTS

POST 38/60
:
DEPUTY DIRECTOR: PUBLIC ADMINISTRATION INVESTIGATIONS


Directorate: Public Administration Investigations

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

CENTRE
:
Pretoria, Head Office

REQUIREMENTS
:
Ideal Candidate Profile: An appropriate three-year degree/diploma or equivalent qualification in Administration, Economic Science, Labour Relations or Law. Extensive experience in the application of the regulatory framework for Human Resources, Supply Chain Management and/or Financial Management in the Public Service. Proven experience in conducting investigations. Verbal/written communication skills. The incumbent must have sound interpersonal skills, be analytical and pro-active. Good computer skills. Project management and research skills. Possession of a code 8 drivers license is essential. 

DUTIES
:
Key Performance Areas: ●Draft submissions in order to advise the Public Service Commission(PSC) on its jurisdiction to conduct investigations into complaints emanating from the PSC (proactively), Executing Authorities, Public Servants and Anonymous complaints/whistle-blower; e.g. National Anti-corruption Hotline● Determine the terms of reference for investigations● Conduct in loco inspections, identify and interview witnesses, evaluate, analyse and process information obtained during investigations● Draft investigation reports containing findings and recommendations (best practices to ensure sound public administration)● Maintain a database on financial misconduct cases reported by all national and provincial departments● Attend to projects initiated by the PSC in respect of public administration● Conduct research into areas of public administration practices and draft reports● Provide advice to stakeholders on best practice. Note: Short-listed candidates will be expected to complete a writing-, cognitive- and problem solving skills assessment. The successful candidate will be expected to travel frequently, sometimes for extended periods.

ENQUIRIES
:
Ms F Viviers, Tel: (012) 352 1145

POST 38/61
:
DEPUTY DIRETOR: INFORMATION AND KNOWLEDGE MANAGEMENT


(Directorate: Information Technology)

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

CENTRE
:
Pretoria, Head Office

REQUIREMENTS
:
Ideal Candidate Profile: An appropriate degree or equivalent qualification in the information field or a matric certificate with extensive experience in IT. Extensive experience in IT infrastructure Management. Technically sound in IT Operating Systems, Applications, servers and networks. Knowledge of SQL Server Database, Knowledge-based systems and Fault Tracking Systems, will be an added advantage. Sound/extensive experience in knowledge or information management, including the ability to use search engines and full text databases. Experience in IIS configuration and management. Experience in conducting workshops, presentations and compiling user requirements. Extensive experience in Customer Services Management. Sound understanding of public service transformation and coordinating skills. Financial Management, People Management, problem solving, team building, project management, budgeting, training, and conflict resolution. Keep abreast with e-Government Policies, IT Developments, Information/Knowledge Management and Web developments.  

DUTIES
:
Key Responsibilities: ●Take full responsibility for the development and maintenance of the departmental web based applications as major knowledge management tool● Oversee the development of new web applications and systems as requested by other components in the Office● Capacity planning and policy implementation●. Maintain Disaster Recovery Plan for securing Information Systems● Configure and maintain remote access networking to ensure accessibility of Information, email and Internet facilities● Perform server maintenance and upgrades for maintaining the quality and content of knowledge, including integrity and security● Provide continuous IT user support and training● Manage contracts and ensure compliance with SITA and other vendors on the signed SLA’s● Software license management● Develop and maintain a formal, written knowledge management strategy for the Commission● Facilitate the development of a formal institutional memory so that strategic information and analysis is readily available● Support the development of knowledge management databases● Plan and forecast future resource and other needs for information/knowledge management thereby promoting and championing learning throughout the Commission.

ENQUIRIES
:
Mr S Ngcobo, Tel: (012) 352 1036/1028.

POST 38/62
:
PRINCIPAL PERSONNEL OFFICER

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria, Head Office

REQUIREMENTS
:
Ideal candidate profile: Senior (or Equivalent Certificate) or an appropriate recognized Bachelor’s Degree (or equivalent qualification), Sound knowledge of the Public Service prescripts and other relevant personnel administration legislation, good writing and verbal communication skills, working knowledge of PERSAL as well as Microsoft Office, good interpersonal relations skills.

DUTIES
:
Key performance areas: The successful candidate will be responsible for the following: Conditions of Service (Leave; Allowances; Medical Schemes; Resettlement Expenditure; Remunerated Overtime; Long Service Awards and Housing Allowance), Establishment, Middle Management Service (MMS), Senior Management Service (SMS), Advising Management and staff on personnel administration procedures, supervision, training and development of subordinates.

ENQUIRIES
:
Ms L Human (012) 352 1115

ANNEXURE L
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT
The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/ transfer/ promotion will promote representivity will therefore receive preference.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number, to: The Personnel Administrator, Human Communications, tel. (011) 807-3260, PO Box 1305, Rivonia 2128 or fax: 086 619 7693 or e-mail: humancv@humancommunications.co.za (MS Word).
CLOSING DATE
:
5 October 2007


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

NOTE
:
Applications must be submitted on form Z83 (application form) obtainable from any Public Service department, and should be accompanied by a comprehensive CV and certified copies of qualifications. Incomplete applications or applications received after the closing date will not be considered. Due to the large number of responses anticipated, correspondence will be limited to short-listed candidates only. If you have not been contacted within three months after the closing date of the advertisement, please accept that your application has been unsuccessful and we thank you for the interest shown in our department.

OTHER POSTS

POST 38/63
:
ADMINISTRATIVE ASSISTANT


Branch: Corporate Services



Chief Directorate: Human Resource Management and Development 

SALARY
:
R85 362 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
Grade 12 and/or any other formal/related qualification, Relevant secretarial and administrative experience and knowledge, Knowledge of filing systems and office procedures, Good computer and minute taking skills and good typing proficiency. Excellent time management skills and the ability to be self-driven and solution-orientated, despite work pressures, Willingness to work long hours, Good communication and interpersonal skills.

DUTIES
:
Co-ordinate and prepare documentation for meetings/workshops and compile minutes/reports, conduct research on topics related to the Chief Directorates’ mandate, provide efficient administrative / secretariat support to the Chief Directorate, manage the diary of the Executive Manager and arrange logistics and related activities for travel, meetings, workshops, conferences etc, manage the telephone and communication systems in the office, respond to written requests, purchase and order stationary and equipment, manage inventory and equipment within the unit, file and manage the paperwork of the unit, perform other assigned ad hoc duties and support the roll out of government programmes.

ENQUIRIES
:
Ms N Malepe (012 334 0734)
POST 38/64
:
ADMINISTRATIVE ASSISTANT


Branch: Corporate Services



Chief Directorate: Human Resource Management and Development 

SALARY
:
R 85 362 per annum (level 6)
CENTRE
:
Pretoria
REQUIREMENTS
:
Grade 12 and/or any other formal/related qualification, Relevant secretarial and administrative experience and knowledge, Knowledge of filing systems and office procedures, Good computer and minute taking skills and good typing proficiency. Excellent time management skills and the ability to be self-driven and solution-orientated, despite work pressures, Willingness to work long hours, Good communication and interpersonal skills.

DUTIES
:
Co-ordinate and prepare documentation for meetings/workshops and compile minutes/reports, conduct research on topics related to the Chief Directorates’ mandate, provide efficient administrative / secretariat support to the Chief Directorate, manage the diary of the Executive Manager and arrange logistics and related activities for travel, meetings, workshops, conferences etc, manage the telephone and communication systems in the office, respond to written requests, purchase and order stationary and equipment, manage inventory and equipment within the unit, file and manage the paperwork of the unit, perform other assigned ad hoc duties and support the roll out of government programmes.

ENQUIRIES
:
Ms N Malepe (012 334 0734)
POST 38/65

ADMINISTRATIVE ASSISTANT



Branch: Monitoring and Evaluation


Directorate: Internal Audit

SALARY
:
R68 955 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
Senior Certificate plus secretarial and office  administration experience. Advanced computer literacy skills with a typing speed of at least 45 words per minute. Knowledge and experience of the following: Diary management, filing systems, and client liaison. Good interpersonal, organizational, conflict management and communication skills. Be willing to work long hours and under pressure. 

DUTIES
:
Provide secretarial and administrative support to the two Directorates, namely: Assurance and IT Audits by managing the diary of the Senior Managers and arranging meetings and workshops. Perform secretariat duties such as minute taking, facilitating official travel arrangements and claims on behalf of the Senior Managers, provisioning of stationary and office equipment on behalf of the Directorates, ensuring proper control over supplies, effective filing and tracing of documents, attending to telephone calls and messages, preparing presentations, developing a database of suppliers and service providers, developing e-mail correspondence to relevant clients, liaising with managers, managing logistics of meetings, functions, etc.

ENQUIRIES
:
Mr M Pilane, Tel. number (012) 334 0915

CLOSING DATE
:
28 September 2007
ANNEXURE M
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, 1 October 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 38/66
:
CHIEF DIRECTOR: PLANNING, MONITORING AND EVALUATION ANALYSIS



Reporting directly to Deputy Director General: Governance, the incumbent will ensure the development of systems that will enable the establishment and maintenance of an integrated and participatory monitoring and evaluation system within the DPSA and the integrated Government Wide Monitoring and Evaluation Framework (GWM&E).

SALARY
:
An all-inclusive remuneration package of R591 510 per annum (Level 14). Annual progression up to maximum salary of R636 939 per annum is possible subject to satisfactory performance. The all-inclusive package consists of a basic salary, the state’s contribution to the Government Employees Pension Fund and flexible portion that may be structured according to personal needs within a framework.

CENTRE
:
Pretoria
REQUIREMENTS
:
A postgraduate degree (or equivalent qualification) in the Social Science or related sciences. A minimum of three years’ postgraduate working experience in M&E. Experience in management of M&E programmes,  policy evaluation and implementation. Analytical and research skills. Proven writing skills. Proven management competencies. Competent knowledge in computer application and communication skills. Presentation and networking skills.

DUTIES
:
To provide technical expertise and strategic direction within the DPSA and Governance and Administration Director Generals Cluster as well as oversee the development, implementation and maintenance of a planning, monitoring and evaluation system which will enhance the tracking of service delivery as well as popular participation in the DPSA and GWM&E.  To ensure the analysis and reporting based on the available HR information to assist evidence based decision-making within the DPSA and the rest of the Public Service. Ensure popular participation within DPSA’s M&E programme and GWM&E. Manage the Chief Directorate: P,M&E Chief Directorate to ensure that an efficient and effective service is delivered through the efficient and effective utilisation of resources. 

ENQUIRIES
:
Dr E Kornegay, Tel. No. (012) 336-1053 

NOTE
:
The shortlisted candidates will be subjected to a competency test as part of the selection process.

OTHER PSTS

POST 38/67
:
INTERNAL AUDITOR (2 POSTS)

SALARY
:
R132 054 per annum Annual progression up to maximum salary of R153 312 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate degree (or equivalent qualification) in the field of Commerce or Accounting/Auditing. At least two years of internal audit experience. Self-driven and results orientated and able to work under pressure. Knowledge of Internal Audit Standards, Internal Audit Methodologies and techniques. Good interpersonal relations and communication skills. Computer literacy (MS Word, MS Excel, Outlook).

DUTIES
:
Execution of audit plan. Make recommendations on the reported findings. Compile draft audit reports for review by supervisor. Assist with the review and evaluation of management comments. Provide advice in terms of audit risks, controls & corporate governance issues. Assist with audit committee responsibilities.

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

ANNEXURE N
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. People with disabilities are encouraged to apply.

[image: image1.jpg]



CLOSING DATE
:
05 October 2007
NOTE
:
An indication by candidates in this regard will facilitate the processing of applications. If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. 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 38/68
:
DIRECTOR: KEY ACCOUNT MANAGEMENT (BORDER CONTROL OPERATIONAL CO-ORDINATING COMMITTEE) REF 2007/880
SALARY
:
All inclusive salary package R502 725 per annum

REQUIREMENTS
:
A tertiary qualification in the Built and Property Environment. Extensive relevant years of experience in dealing with the Ports of Entry Environment. Advanced supervisory capabilities with an emphasis on strong strategic planning and programme management skills. Sound budgeting and financial management skills. An understanding of the various facets of the Built Environment and the Property Industry. An understanding of the Border Environment and the operational and accommodation requirements of the South African Police Service, South African Revenue Services, the Department of Home Affairs, the Department of Agriculture and the Department of Health. Advanced written communication and analytical capacity. Team leadership and interpersonal skills. A keen understanding of Public Service Procedures and Legislation affecting the department and property matters. Proven Client Service experience. Extensive travel required.

DUTIES
:
Obtaining BCOCC strategic accommodation requirements (UAMP). The alignment of the Client’s infrastructure requirements with the Medium Term Expenditure Framework (MTEF) cycle in consultation with the Client and National Treasury. Control and monitor Project Budgets with MTEF Allocations for ICT, Capital Works, Maintenance Projects and Leased Projects. Issue informed Procurement Instruction with regard for all acquisition requests. Provide a one-stop service centre to Clients on accommodation information. Guide, advise, interact and source information from executing units and service providers and provide structured reports to BCOCC Programme Manager and EXCO. Facilitate regular forums with Clients. Facilitate monthly Infrastructure Committee meetings. Monitor data integrity on Works Control System (WCS). Render support and initiate strategic projects for BCOCC. Effectively managing the BCOCC Project Office and BCOCC Information Communication Technology (ICT) Team. Create a multi-disciplinary environment conducive to effective service delivery. Determining user requirements, drafting business cases for proposed projects, present business case to the BCOCC Development Committee, and obtain BCOCC EXCO approval for funding. Ensure projects are implemented according to the BCOCC Strategic Development Framework and 2010 deliverables.

ENQUIRIES
:
Ms. S Subban, Tel: (012)337 2114
APPLICATIONS
:
The Director-General, Department of Public Works

Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/69
:
DIRECTOR ARCHITECTURAL SERVICES: PROFESSIONAL SERVICES REF 2007/913
Key Purpose: An Architect with appropriate experience, as required by the personnel core for professionals, demonstrating a high level of competence in architectural design and all architectural functions in the build environment is required.

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

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate Bachelor’s degree in Architecture from a recognised Institution. Registration, as Professional Architect, with the South African Council for the Architectural Profession. At least five year post registration active experience in the different spheres of architecture. An excellent understanding/knowledge of the full architectural profession, ranging from design, construction details, supervision, professional fee scales, Architectural Profession Act, 44 of 2000, and of all legislation issues pertaining to architectural services in the build environment. A workable understanding of, and feel for, architectural heritage matters. An understanding of national, provincial and local spheres of government will be a strong advantage, as will an understanding of legislation pertaining to government. The incumbent must demonstrable the following: The ability and potential for leadership and strategic thinking. Skills and experience in financial and human resources management. Good computer skills. Interpersonal skills. Good communication skills (written and verbal). A valid code 08 (Code B) driver’s licence.

DUTIES
:
Manage the Directorate: Architectural Services and its relevant sub- directorates (being architectural, heritage and plan archives) in the National Department of Public Works. Provision of professional advice to Project Managers. Analytical scrutiny of sketch plans, designs and technical proposals/working drawings prepared by Architects and Technologists in respect of aesthetics, economy, environmental impact, social impact and maintainability. Preparation of proto-type designs for a variety of building categories. Formulate policy on design, construction and specification matters. Formulate policy on professional matters pertaining to the architectural profession, including legislation. Investigate, report and advise on existing building/structures in respect of condition, utilisation, improvements, etc. Advise Project Managers on all matters relating to architecture, including the briefing of consultants, litigation matters, checking of fee accounts. Financial management of the Directorate’s budget. Management of the Human Resources of the Directorate, including workplans, strategic plans. Liaise with colleagues in the Department of Public Works, other National Departments, Provincial Departments and municipalities on issues of mutual concern relating to architecture. Monitor service delivery and ensure that appropriate plans, systems, policies, manuals and training programmes are developed. Network/interact with relevant international, national and regional structures dealing with architectural issues.

ENQUIRIES
:
Mr G Damstra, Tel (012) 337 2326

APPLICATIONS
:
The Director-General, Department of Public Works

Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/70
:
DIRECTOR: BUSINESS ANALYSIS AND RISK MANAGEMENT REF 2007/937 STRATEGIC MAGEMENT UNIT
SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.
REQUIRMENTS
:
A Bachelor’s Degree or equivalent qualification plus extensive appropriate experience. Highly self motivated. Independent person with strategic thinking abilities. Good interpersonal and communication skills are essential. Willing to travel and have a valid driver’s license.

DUTIES
:
To manage the directorates strategic planning and special programmes. To optimize the planning and implementation of special programmes with regard to corporate, strategic and transformation. To ensure adequate service delivery and the co-ordination of transversal activities in the office. The coordination and integration of strategic planning and policy as well as service delivery and service excellence within and between offices of the Department in consultation and corporation with line function entities. Render assistance with research into and development of policy and facilitation of co-operative Government. Strategic planning and transformation of the Department of Public Works. The incumbent of this post will provide managerial support to the Chief Director Strategic Management. To drive business systems analysis ensuring that Strategic Management continually has high-level insight of each business component’s performance. To ensure that the technical and application architectures maintained by Information Services are aligned to the business architecture. To act as the link between business and IT in the automation of business process, continuously ensuring architecture alignment. To establish and drive the business process management initiative. To drive the implementation of the risk strategy in conjunction with the PFMA risk manager. To conduct risk analysis work, developing and managing the DPW business risk profile in the core and supporting business. To ensure timely risk information is provided to strategic management. To collect and assess information regarding the implementation of the risk strategy.

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

APPLICATIONS
:
The Director-General, Department of Public Works

Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/71
:
DIRECTOR: PORTFOLIO PERFORMANCE AND MONITORING (SAPS). REF 2007/917 
(Asset Management Services, Portfolio Performance and Monitoring)



Key Purpose: To support the management of Portfolio Performance and Monitoring for effective and efficient management of SAPS immovable properties.

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

NOTE

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

CENTRE
:
Head Office

REQUIREMENTS

A Tertiary qualifications in Property/ Asset Management, Construction or related field, management experience and extensive working experience in property management. A valid driver’s license. The candidate must have the following knowledge, Asset Management, Property Management, Market Trends, Construction Industry, State property acts, by laws and ordinances, PFMA, Treasury Regulations, Financial Management and Administration, State Budgetary Systems, Business Accounting and Financial Systems. He/ She must have the following skills planning and organizing, strategic planning, report writing, feasibility analysis, decision making and an analytical thinker. She must be able to solve problems and take decisions.

DUTIES
:
Manage the pro active identification of vacant, surplus, underperforming and unserviceable buildings for SAPS. Develop Assets management policies, strategies and guidelines. Manage Assets performance reports and manage processes of identifying, developing and implementing Service Delivery Improvement Programmes on international best practice. Coordinate and compile monthly reports of the section for management. Manage the Departments Specials Projects on Property. Manage the budget and expenditure of the section and chair quarterly sectional meeting of progress and service delivery. 

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

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/72
:
DIRECTOR: PORTFOLIO PERFORMANCE AND MONITORING, (FOREIGN AFFAIRS). REF 2007/936
(Asset Management Services, Portfolio Performance and Monitoring)

Key Purpose: To support the management of Portfolio Performance and Monitoring for effective and efficient management of Foreign Affairs immovable properties.

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

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

CENTRE
:
Head Office

REQUIREMENTS

A Tertiary qualifications in Property/ Asset Management, Construction or related field, management experience and extensive working experience in property management. (A post graduate will be an added advantage). A valid driver’s license. The candidate must have the following knowledge, Asset Management, Property Management, Market Trends, Construction Industry, State property acts, by laws and ordinances, PFMA, Treasury Regulations, Financial Management and Administration, State Budgetary Systems, Business Accounting and Financial Systems. He/ She must have the following skills planning and organizing, strategic planning, report writing, feasibility analysis, decision making and an analytical thinker. She must be able to solve problems and take decisions.

DUTIES
:
Manage the pro active identification of vacant, surplus, underperforming and unserviceable buildings for Foreign Affairs. Develop Assets management policies, strategies and guidelines. Manage Assets performance reports and manage processes of identifying, developing and implementing Service Delivery Improvement Programmes on international best practice. Coordinate and compile monthly reports of the section for management. Manage the Departments Specials Projects on Property. Manage the budget and expenditure of the section and chair quarterly sectional meeting of progress and service delivery.

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

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/73
:
DIRECTOR: VALUATION SERVICES REF 2007/920
The incumbent will be responsible to provide valuation services with regard to the State’s fixed property portfolio.

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

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

CENTRE
:
Head Office

REQUIREMENTS

An appropriate degree/equivalent qualification in property valuations. Registered as a Professional Valuer with the SA Council of Valuers. Minimum of three years experience as a Professional Valuer. Analytical ability, good verbal and written communication skills.

DUTIES
:
Establish and manage a valuation programme for the property portfolio estimated to be about R120 billion. Do individual select valuations for the State’s fixed property portfolio from time to time. Appoint and manage private valuers to deliver services on behalf of the Department. Scrutinize valuations prepared by private valuers. Provide input into the appointment of Land Affairs Board members and functioning thereof.  Prepare submissions to and liaise with the Land Affairs Board. Interrogate valuation rolls from Local authorities and take necessary action in cases where valuations are deemed to be incorrect or unsatisfactory. Ensure training and skills transfer within the valuation fraternity.

ENQUIRIES
:
Mr M Kubuzie, Tel. (012) 337-3175

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

OTHER POSTS

POST 38/74
:
DEPUTY- DIRECTOR: (PROPERTY FINANCE) INVESTMENT ANALYSIS REF 2007/926

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
An appropriate Bachelor’s degree in Accounting, Finance, Economics or related qualification. Relevant years working experience. Broad understanding of government economic development. Financial knowledge of property industry and financial modeling. Knowledge of finance and investment analysis. Knowledge of asset management. Knowledge of fixed property policies and legislation. Understanding of property valuations/appraisals. Basic understanding of property acquisitions, management and disposals. Good verbal and written communication skills.
DUTIES
:
Evaluate national government departments’ property 

needs and recommend the best financial instrument. Identify risks associated with different financial instruments in order to minimize exposure to both national departments and Government. Evaluate and monitor performance and risks in the property market on a continuous basis and provide recommendations to the stakeholders. Undertake financial cost-benefit analysis for leases vs construction/refurbishment and advise the department with best option for value for money. Provide advise on property disposals and benchmark the proceeds against industry performance. Provide indicators and benchmarks for the government property portfolio. Design activity based costing for various property expenses. Forecast and project future cash-flow and provide life-cycle costing for properties. Provide property market analysis and forecasts on the performance of the industry and the impact thereof on State portfolio. Undertake risks and return analysis for property acquisitions, maintenance and disposals. Undertake due diligence and feasibility studies and provide guidance and recommendations to different stakeholders.  Identify innovative alternative property financing options and value enhancing strategies for the total government property portfolio.
ENQUIRIES
:
Ms S Ngxongo, Tel (012) 337 3198

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/75
:
DEPUTY DIRECTOR: (QUANTITY SURVEYOR) X2 INVESTMENT ANALYSIS REF 2007/925
SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate B degree in Quantity Surveying/ Construction Economics/Architecture and Civil/Structural Engineering or equivalent qualification accompanied by Financial or Property investment qualification. Appropriate experience, clearly demonstrating a good understanding and competence in various facets of the practice, construction methods and techniques and the systems applied in the full spectrum of quantity surveying. Strong mathematical analytical skills. Innovation skills. Good verbal, interpersonal, written communication and presentation skills. Project management skills. Professional registration with the Council of Quantity surveyor will be an added advantage.
DUTIES
:
Provide property investment analysis and life cycle 

costing. Analyze micro and macro economic policies and impact thereof on State investments and property industry. Provide input, guidance and interpretation of feasibility studies on various projects. Conduct cost-benefit and risk-return assessment for the government’s new and existing property portfolio. Provide property market analysis and forecasts on the performance of the industry and the impact thereof on State portfolio. Evaluate and monitor performance and risks in the property market on a continuous basis and provide recommendations to the stakeholders. Develop investment/disinvestment property indicators and benchmarks. Identify innovative value enhancing strategies for the State’s property portfolio. Ensure that national departments’ proposals are in line with government space and cost norms and compare such norms to the industry. Provide advice on a potential sites and the suitability of different categories of property investments and disinvestments. Provide costs estimates for new constructions, refurbishments, leases and replacements. Provide input and advice into the building standards development for the department. Provide quality, cost control and value management service on all building-related matters.

ENQUIRIES
:
Ms S Ngxongo, Tel. (012) 337 313198

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/76
:
DEPUTY DIRECTOR: ((TOWN PLANNING) INVESTMENT ANALYSIS REF 2007/923
SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate B degree in Town and Regional Planning with relevant years of experience. Able to read and understand plans. Understand Local Government and municipalities policies. Good verbal and written communications sills. Knowledge of fixed property policies, legislation and social development issues. Knowledge of environmental and land legislations and policies. Knowledge of use matters. Property risk analysis skills. Registration with SACTRP will be an added advantage

DUITIES
:
Identify risks associated with different types/categories of buildings and advice the department on measures to minimize the impact of such risks. Understanding of zoning, density, land uses and their impact on socio economic and integrated development plans of the department and government as a whole. Provide analysis on environmental sensitivity issues. Provide input into performance indicators and benchmarks for portfolio analysis. Provide advice on new construction/refurbishments, demolition and disposals for the department. Interpret feasibility studies and provide guidance and recommendations to different stakeholders. Evaluate and monitor performance and risks in the property market on a continuous basis and provide recommendations to stakeholders. Evaluate projects and verify compliance with legal, environment and development conditions. Provide advice to client departments on different sites and their suitability for different categories of property investments. Provide input into the development of business processes and guidelines for investment directorate. Interface and liaise with building/construction sector. Interface and liaise with local authorities, Provinces and private sector stakeholders and interest groups regarding town planning related matters.  Resolve town planning or development-related matters that affect client sites or assets.

ENQUIRIES
:
Ms S Ngxongo, Tel (012) 337 3198
APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/77
:
DEPUTY DIRECTOR VALUATION SERVICES REF 2007/921
SALARY
:
All inclusive salary of R369 000 per annum.

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate Bachelor’s degree in Real Estate especially property valuation/National Diploma in Real Estate (Property Valuation), plus  appropriate and relevant experience in property valuations. Registration with the South African Council of Valuers in terms of section 19 of the Property Valuers Profession Act. No. 47 of 2000 as a Professional Valuer or Associated Professional Valuer without restrictions is a requirement for the post. Knowledge: Public Finance Management Act, Financial administration, procurement directives and procedures, programme and project planning, market research, valuations, property economics, Deeds, reporting procedures, SKILLS: Effective communication skills, advanced report writing skills, computer literacy; planning and organising; numeracy; diplomacy skills, interpersonal skills, policy analysis and development, problem solving, presentation skills. Personal attributes: Innovative, creative, hardworking, self motivated, ability to work under pressure, ability to communicate at all levels, analytical thinking, conflict resolution, research, facilitation, self starter. OTHER: Must be prepared to work long hours, willing to adapt work schedule in accordance with professional requirements. Valid driver’s licence.

DUTIES
:
Manage property valuation services – Review and contest municipal and local council’s valuations. Draft evaluation reports for submission to the Land Affairs Board. Make recommendations on valuation reports to the Department. Undertake internal valuations on behalf of the Government. Represent the Department in evaluation disputes.  Manage and execute private valuation services. Brief and appoint private evaluators. Consider evaluation reports received from private evaluators. Manage the outsource of valuations to private valuers. Manage mentor and learnerships programmes- Assist in driving the Valuer in training and associate initiatives. Institute learnerships programmes; conduct Valuer mentoring on a continues basis. To promote the interest of the valuation profession in general.

ENQUIRIES
:
Mr. W Zulu, Tel (012) 337 2055

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/78
:
DEPUTY DIRECTOR CONSTRUCTION DATA MANAGER INDUSTRY RESEARCH REF 2007/927


Key Purpose: The incumbent will be responsible the effective management of Construction data and its research processes and outcomes for the Department.

SALARY
:
All inclusive salary package R369 000 per annum
CENTRE
:
Head Office (Pretoria)\

REQUIREMENTS
:
An appropriate 4 year degree or related qualification in Construction studies with a strong emphasis on Construction Technology, Cost Engineering, Quantity Surveying, Economics, Statistics, Business Planning, Research methodology, Theory and Design of Structures. High potential candidates with extensive drive, energy and enthusiasm as well as stress tolerance. Tactical planning ability linked to conceptual, analytical, visionary and leadership skills. Knowledge on the norms and standards related to the Built Environment. Strong verbal and written communication skills.

DUTIES
:
The incumbent will be required to serve the interests of the State in the management of Construction data by ensuring that: He/She identifies, develops, tracks and managers a suite of Construction indices for the Department. To institute the effective monitoring of Product Specification Performance to enable failure mode analysis. Introduce guidelines in the creation and management of a Rates and Items Database and continuous reviewal of the of Cost Engineering practices to extract price/cost efficiencies for the Department. Track, identify and articulate the implications of the Construction sectors Business cycle(s) in conjunction with the broader Business cycle and produce scheduled reports to guide investment and disinvestment decisions.  Co-ordinate asset management related functions when required by unit. The post will also require official travelling and the successful candidate must be willing and able to journey as and when required. Working in multidisciplinary teams.

ENQUIRIES
:
Mr M Mosery, Tel (012) 337 2131

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/79
:
DEPUTY DIRECTOR FACILITIES MANAGEMENT REF 2007/940
SALARY
:
All inclusive salary of R369 000.00 per annum

REQUIREMENTS
:
An appropriate degree or technical diploma in the built environment and acquired knowledge at that level. Appropriate experience, understanding of and competence in Property and Facilities Management (With at least 1 year at a management lor supervisory level). Appropriate experience in the built environment especially in building construction project management and maintenance. Registration with a relevant professional body will be an advantage. Knowledge or understanding of procurement system of government. Knowledge or understanding of Occupational Health and Safety Act. Proven knowledge and understanding of estimating and scheduling techniques. Analytical ability, strong communication skills, both written and verbal and good interpersonal skills. Computer literate.

DUTIES
:
Assume overall responsibility for Property and Facilities management in the region. Manage procuring status quo reports and contract documentation for repair and maintenance as well as facilities management projects. Manage consultant’s performance and scope of work during design and construction stage. Manage contractor’s performance and quality of work during construction stage, including all contractual matter pertaining to the Conditions of contruct. Compile estimates, revise and monitor monthly cash flows of projects, including payments to consultants and contactors and control scope of work within available budgets. Monitor and assist project managers in the methodology of the repair and maintencance projects. Strategic planning and managing of contracts to ensure closing out reports budgeting, planning instructions and the continuation of follow-up maintenance contracts. Maintain sound property expenditure management system, including minimization of accounts payable to avoid fruitless, irregular and unauthorized expenditure. Ensure that an accurate property payments register exists (for the state owned and private- owned property assets) and that it is maintained and updated regularly for use in expenditure processing and for audit purposes. Ensure that an integrated system exists to record and monitor all financial transactions for all four stages of the life cycle of property assets. Coach and develop personnel falling under the sub-directorate.

ENQUIRIES
:
Mrs Mangia, Tel: 041 408 2043

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

FOR ATTENTION
:
Ms F Clark

POST 38/80
:
DEPUTY DIRECTOR: HUMAN RESOURCES MANAGEMENT REF 2007/903
The incumbent will effectively manage HR Administration, HR Development, Labour Relations and HR Planning & Recruitment in the Regional Office
SALARY
:
All inclusive salary of R369 000 per annum.

CENTRE

:
Cape Town Regional Office 

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma qualification in Human Resources Management and/or related fields. A generalist with in-depth understanding of enabling legislation (BCEA, Employment Equity Act, OHSA, SDA, LRA, etc.)  Relevant experience in management experience and in the HR generalist environment. Knowledge of PERSAL. Excellent writing and communication skills. Project management and financial skills. Computer literacy.

DUTIES
:
The duties include the following: Effectively implement all HR management policies, prescripts and relevant legislations. Human Resources Management. Implement processes and systems to improve work flow within the Human Resources Management. Act as internal consultant to line functions leading to improvement in the organisation’s ability to adapt to change. Maintenance of appropriate organisational structure. Manage employment equity policies and reaching of targets. Best practice and impact analysis of Labour Relations processes and policies. Implement and promote performance management system and training. Manage the co-ordination of Human Resources training and development programmes and interventions. Render HR Administration, HR Development, Labour Relations, Recruitment and Selection services.

ENQUIRIES
:
Mr F.B. Johnson, Tel. (021) 402-2197

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 38/81
:
DEPUTY DIRECTOR: PROPERTY MANAGEMENT REF 2007/905
SALARY
:
All inclusive salary package R369 000 per annum 

CENTRE
:
Bloemfontein Regional Office 

REQUIREMENTS
:
Relevant tertiary education and acquired knowledge at the required level. An appropriate post graduate qualification would be an advantage. Extensive relevant years experience in the property industry. Knowledge and understanding of property related legislation. Knowledge/understanding of procurement system of Government.* Good financial skills and proven budgeting ability, Analytic ability, strong communication skills (written & verbal) and good interpersonal skills.* Computer literacy

DUTIES
:
Key responsibilities: Ensure that Property Management Unit manage the Administration and Performance of buildings and property portfolios within a region so as to obtain maximum yields on investment optimum levels of maintenance and utilisation and client satisfaction.* Provide assistance and  inputs to clients department  in the compilation of their immovable asset management plans. * Manage Acquisition and Disposal (sale, donation, exchange etc) of immovable property and rights therein. Ensure economic efficiency in the Department leasehold portfolio in line with market trends.* Ensure that property assets support governments socio economic objectives such as the release of state land for land reform purposes.* manage the control property rights and the resting of Land under the control of DPW, in terms of legislation.* Manage the Utilisation & Contract Management Unit (asset register, tenancy management and portfolio performance) by designing strategies to minimise property expenditure and maximise property utilisation and income. * Ensure that all expenditure and revenue in respect of State-owned and leased properties are captured in the relevant property information/financial systems. * In conjunction with Capital Projects & Maintenance Unit explore and implement energy and water conservation solutions. Manage the Property Expenditure & Revenue Unit by ensuring timeous and correct payment of property rates, municipal service charges, lease payments, cleaning, gardening & security contracts,etc and revenue collection from property sales, leases, user charges, etc. Manage the Facilities Management Unit by ensuring the rendering of cost-effective and efficient cleaning, gardening and security services.

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

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 20605, Bloemfontein , 9300

FOR ATTENTION
:
Mr C Mofokeng 

POST 38/82
:
DEPUTY DIRECTOR: QUOTATIONS PROCUREMENT (12 MONTHS CONTRACT) REF 2007/915
SALARY
:
All inclusive salary of R311 358 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
An appropriate recognized Degree or Diploma in Finance, procurement or supply chain management; Extensive relevant years of experience in procurement. Knowledge and thorough understanding of Public Finance Management Act, 01 of 1999, Preferential Procurement Policy Framework Act, No 5 of 2000, Broad Based Black Economic Empowerment Act, Supply Chain Management Framework (National Treasury), Public Service Act, of 1994; Good financial skills and government procurement skills. Advanced interpersonal and people management skills, problem solving and decision making skills, high level of integrity and ethical standards, creative, hardworking, innovative, conflict resolution skills Analytical ability, strong communication skills, both written and verbal  Advanced Computer literacy skills (MS Word, Excel, Powerpoint) Knowledge of Proqure software advantageous and willingness to travel 

DUTIES
:
Manage the Quotation processes of the Department. Correctly advise and support internal users regarding the quotation process. Approve, evaluate and recommend successful bidders. Ensure correct application of preferencing strategies for quotations. Ensure compliance with Acquisition policies and procedures. Respond to procurement related queries. Supervise staff within the section. Ensure cost-effective use of the Department’s resources. Compile reports for management.

ENQUIRIES
:
Mr M.Mashiloane (012) 3372045

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



Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/83
:
DEPUTY DIRECTOR: (ARCHITECT) INVESTMENT ANALYSIS REF 2007/924
SALARY
:
All inclusive salary of R233 394 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate B degree in Architectural or equivalent 

qualification coupled with relevant years of experience. Registration with SACAP would be an added advantage. Well developed technical knowledge of the general built environment accompanied by strong observation, analytical and interpretation abilities in this regard. Advanced knowledge of building installations and infrastructure. Architectural modeling skills. Computer literacy. Knowledge and understanding of property and construction industry. Knowledge of architectural policies and procedure. Knowledge of Capital Project Management. Building/property risk analysis skills. Good verbal, interpersonal, written communication and presentation skills.
DUTIES
:
Interpret building/accommodation government departments’ property needs and ensure they get the right type of accommodation/building that addresses their needs. Provide input into policy development for different types of buildings and their functions to ensure that the required standard of service is achieved by the department. Provide architectural input for making sound investment decisions. Serve as an architectural consultant to the portfolio analysis unit and be of assistance to all stakeholders regarding all aspects of architectural issues. Interpret the physical built environment. Ensure that proposed building designs for government departments are suitable for their needs and meet the standard requirements and applicable legislations. Assess the existing State’s portfolio to ensure the fit between the government departments’ needs and type/category of the building. Ensure that new constructions/refurbishments are in line with the designs and needs of the occupants. Check technical specifications regarding materials and methods pertaining to the design and construction of buildings. Coordinate input of various technical disciplines within portfolio analysis to ensure that the directorate achieves its objectives. Interpret and evaluate reports and feasibility studies and recommend appropriate action. Conduct feasibility studies for different types of buildings and advise the department accordingly. Identify risks associated with different types/categories of buildings, designs and sites, and advice the department on measures to minimize the impact of such risks as well as monitoring the overall performance of such measures. Provide input into building performance indicators and benchmarks for portfolio analysis. Provide architectural advice on existing, new construction/refurbishments, demolitions and disposals for the department. Evaluate and monitor architectural performance and risks in the property market on a continuous basis and provide recommendations to stakeholders. Resolve architectural -related matters in state owned buildings that affect government departments and the effectiveness and efficiency of the department’s portfolio. Advise on the development and maintenance of policy, methods, practices and standards applicable to buildings and related facilities. Promote awareness of design issues, maintenance and energy conservation internally as well as among relevant stakeholders.

ENQUIRIES
:
Ms S Ngxongo, Tel. (012) 337-3198

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/84
:
ASSITANT DIRECTOR: BUDGETING FINANCE REF 2007/935
SALARY
:
R196 815 per annum

REQUIREMENTS
:
A Bachelor’s degree/National Diploma or related qualification in Accounting, Finance or Economics and appropriate budgeting experience. Knowledge of transversal systems applicable in the Public Service will be an added advantage. Ability to implement systems and exercise control to ensure sound financial management. Proven financial and strong verbal and written communication skills. Sound analytical, statistical and problem solving skills. Understanding of PFMA and relevant Government regulations and policies. Computer literacy, especially working with spreadsheets and report writing. A valid driver’s licence will be an added advantage.

DUTIES
:
Support Accounting Officers and other officials in the execution of their business activities. Prepare and provide financial information to the Head of Finance and line functions. Ensure that budget estimates or proposals are complete, accurate and conform to established procedures, regulations and Departmental objectives. Prepare annual budget and submit same as required. Forecast and project future cash flow for the Regional Office to ensure non-budget under/over expenditure. Analyse the Department’s financial and general operating information to identify trends, strategies, service delivery indicators and opportunities. Provide technical assistance and training to management and staff with regards to budgets.

ENQUIRIES
:
Mr Z Bastile, Tel (047) 502 7000

Applications
:
The Regional Manager, Department of Public Works

Private Bag X5007, Mthatha, 5099

FOR Attention
:
Mr V Bakubaku

POST 38/85
:
ASSISTANT DIRECTOR: LEASING PROPERTY MANAGEMENT REF 2007/907
SALARY
:
R196 815 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
: 
A National Diploma/ Bachelor’s degree or equivalent qualification in Property Management or a legal qualification with a minimum of three years experience in Property Management. Knowledge and understanding of the Expropriation Act and other property legislations. Valid driver’s license. Knowledge and understanding of procurement systems of Government. Good financial as well as strong negotiations skills. Sound analytical and problem solving skills. Computer skills. Understanding and knowledge of the PFMA. Good verbal, written and interpersonal skills. Knowledge of building inspections and valuation methods and the real estate markets and its trends.

DUTIES
:
Obtain cost effective hired office accommodation, unimproved property and housing for all National Government Departments. Maintenance of PMIS for all leased properties to ensure timeous rental payment. Submission of all statistical monthly reports to Head of Section. Compilation of budget for hiring of accommodation, repairs and refurbishment as well as day to day maintenance of leased properties. Financial control over expenditure of allocated funds. Liaison with client Departments and also landlords to ensure client satisfaction. Performance  management  of personnel within the unit and general supervisory functions. 

ENQUIRIES
:
Mrs. F Litheko, Tel: 051 400- 8731

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

FOR Attention
:
Mr CTI Mofokeng

POST 38/86
:
ASSISTANT DIRECTOR: QUOTATIONS PROCUREMENT(12 MONTHS CONTRACT) REF 2007/914
Key Purpose: The Assistant Director is responsible to support the operation of the Quotation section for the effective and efficient procurements of goods and services through the supply chain management system.

SALARY
:
R196 815 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
An appropriate recognized Degree/Diploma in finance, procurement or supply chain management; Extensive relevant procurement experience . Knowledge of government procurement related legislation. Good financial skills and government procurement skills. Advanced interpersonal and people management skills. Advanced Computer literacy skills (MS Word, Excel, PowerPoint)

DUTIES
:
Verification of Quotations from suppliers. Liaise with and support internal users regarding the quotation process. Approve, evaluate and recommend successful bidders. Monitor the receiving and capturing of quotes on a daily basis. Ensure compliance with Acquisition policies and procedures. Respond to procurement related queries. Supervise staff within the section. Compile reports for management.

ENQUIRIES
:
Mr M.Mashiloane (012) 3372045

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/87
:
ASSISTANAT DIRECTOR X2 VALUATION SERVICES REF 2007/928
SALARY
:
R196 815 Per annum

CENTRE
:
Head office (Pretoria)

REQUIREMENTS
:
Recognized degree/ National Diploma in Property Valuation. Registration with the SACPVP as Associated Valuer or Candidate Valuer. Relevant Property Valuation experience. Valid Drivers license.

DUTIES
:
Undertake property valuations on behalf of the Department. Assist in mentoring property technicians, learners and interns by providing practical training in valuation. Assist in the Valuation of the entire State portfolio. Assist in any other tasks or work as delegated by the supervisor. Monitor and analyze the property market and property. performance and provide advice appropriately. Assist in the development of performance indicators for State properties and benchmarking. Knowledge And Skills/Competencies: Valuation Skills. Knowledge of the Property Market. Research Skills. Analytical ability. Communication Skills (Written and verbal). Computer Skills (Excel and Word). Knowledge and understanding of PFMA. Ability to provide quality valuation reports.

ENQUIRIES
:
Mr W. Zulu, Tel: (012) 337 2055

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/88
:
CHIEF WORKS MANAGER (ELECTRICAL) WORKS MANAGEMENT REF 2007/932
SALARY
:
R132 054 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS  
:
An appropriate National Diploma accompanied by proven technical experience OR an N3 qualification plus a trade test plus 5 years technical experience in the built environment. A valid driver’s licence; computer literacy; knowledge and understanding of the PFMA, OHSA, National Building Regulations, Environment Conservation Act as well as the Government Procurement System. A willingness to travel and work irregular hours. Sound analytical and good written and verbal communication skills. 

DUTIES
:
Manage the electrical works management activities. Prepare comprehensive maintenance plans for all properties in the portfolio. Manage minor works, planned and unplanned maintenance requests from clients. Compile and prepare scope of works, estimates and technical reports. Liaise with clients in regard to electrical related matters. Effectively utilize electricity and certification of municipal accounts (monitor electricity consumption). Ensure all tests of electrical installations have been carried out and a certificate of compliance has been obtained. Prepare tender documentation. Verify and certify invoices for contracts. Comply with OHASA. Ensure effective and efficient management of property management functions related to electrical disciplines. Prepare and compile monthly reports.

ENQUIRIES
:
Mr AJ Nel, Tel (013) 753 6312

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

FOR ATTENTION
:
Ms NP Nkosi
POST 38/89
:
ELECTRICIANS X6 (CONTRACT WORKERS) REF 2007/904
SALARY
:
R132 054 per annum 
REQUIREMENTS
:
A completed apprenticeship as an Electrician and proof of passing a trade test in terms of the provisions of section 13(2) (h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 27 of the Act referred to. * Knowledge of general wiring, new electrical cable installations and control wiring. * Be able to read and understand circuit diagrams. Note: In this position you are required to perform construction and related electrical services in the new Research Base on Marion Island, for a period of approximately five (5) months (October 2007 to March 2008).* The Island is located 2180 km south east of Cape Town, South Africa and once placed on the Island; there is no return to South Africa until the contract period is completed. * Must be medically fit, and of sober habits as the type of harsh environmental conditions requires it, compulsory medical examinations will be done in this regard. * A limited allowance will be made for alcoholic beverages and tobacco, to be taken to the island.* All meals throughout the entire contract period will be provided free of charge.* Protective clothing will be issued, where after it must be returned on conclusion of the contract period.* A valid passport will be a recommendation.* Provisions will be made for limited phone calls from the island, but e-mail facilities is freely available.

DUTIES
:
Electrical maintenance and new installations, consisting of fire detection-, air conditioning-, monitoring systems and wire ways. *As part of the construction team, assist with other construction related activities. * Must be willing to work continuous overtime (7 days a week) during the contract period on the Island. * Manage equipment, tools and machinery generally used on site. * Must periodically assist with the cleaning duties of the site and base complex.

ENQUIRIES
:
Mr. M. Murphy, Tel. No. (021) 402 2264

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 38/90
:
EXECUTIVE SECRETARY PORTFOLIO ANALYSIS REF 2007/919
SALARY
:
R132 054 per annum

CENTRE
:
Head office (Pretoria)

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

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

ENQUIRIES
:
Mr M Kubuzie, Tel (012) 337 3175

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

POST 38/91
:
FITTERS AND TURNERS (X8) CONTRACT REF 2007/911
SALARY
:
R132 054 per annum

REQUIREMENTS
:
A completed apprenticeship as a Fitter and Turner and proof of passing a trade test in terms of the provisions of section 13(2) (h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 27 of the Act referred to. * Knowledge of general engineering works, steel pipe installations, plant works arc- and gas welding. * Be able to read and understand installation drawings.

NOTE
:
In this position you are required to perform construction and related mechanical services in the new Research Base on Marion Island, for a period of approximately five (5) months (October 2007 to March 2008).* The Island is located 2180 km south east of Cape Town, South Africa and once placed on the Island; there is no return to South Africa until the contract period is completed. * Must be medically fit, and of sober habits as the type of harsh environmental conditions requires it, compulsory medical examinations will be done in this regard. * A limited allowance will be made for alcoholic beverages and tobacco, to be taken to the island.* All meals throughout the entire contract period will be provided free of charge.* Protective clothing will be issued, where after it must be returned on conclusion of the contract period.* A valid passport will be a recommendation.* Provisions will be made for limited phone calls from the island, but e-mail facilities is freely available.

DUTIES:
:
Mechanical maintenance and new installations, consisting of steel pipe work, valves air conditioning ducting and various gas equipment. *As part of the construction team, assist with other construction related activities. * Must be willing to work continuous overtime (7 days a week) during the contract period on the Island. * Manage equipment, tools and machinery generally used on site. * Must periodically assist with the cleaning duties of the site and base complex.

ENQUIRIES
:
Mr. M. Murphy, Tel (021) 402 2264

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 38/92
:
SENIOR ADMINISTRATION OFFICERS X6: QUOTATIONS PROCUREMENT (12 MONTH CONTRACT POSITIONS) REF 2007/916
SALARY
:
R132 054 per annum

CENTRE 
:
Head Office (Pretoria)
REQUIREMENTS
:
An appropriate recognized Tertiary qualification in, Finance, procurement or supply chain management; Relevant procurement experience. Knowledge of government procurement related legistlation. Good financial skills and government procurement skills. Advanced interpersonal and people management skills. Computer literacy skills (MS Word, Excel, Powerpoint).

DUTIES
:
Receive and capture Quotations from suppliers. Liaise with and support internal users regarding the quotation process. Approve and evaluate quotations. Generate Request for Quotations. Ensure compliance with Acquisition policies and procedures. Respond to procurement related queries.

ENQUIRIES
:
Mr M.Mashiloane (012) 3372045

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/93
:
SENIOR ADMIN OFFICER: KEY ACCOUNT MANAGEMENT (SOUTH AFRICAN POLICE SERVICES) REF 2007/918
SALARY
:
R132 054 per annum 

CENTRE
:
Head Office (Pretoria)
REQUIREMENT
:
Recognised tertiary qualification (RVQ 13) or equivalent in the property management, marketing or administration fields. An understanding of the various facets of the built environment and property industry. Sound budgeting, financial management and administrative skills. Be knowledgeable in client relations and marketing management. Good written and verbal communication skills. Knowledge and experience in WCS. 

DUTIES
:
The incumbent will be required to assist in compiling and monitoring the accommodation programme for leased accommodation, planned maintenance and capital works services.  Key contact point between Department of Public Works and assigned departments.  Assist the Deputy Director / Assistant Director in rendering services to Client Departments with the formulating of accommodation requirements and budget. Compile cost analysis related to funding for leased accommodation. Monitor and follow up on the procurement of leased accommodation. Ensure effective and timeous responses to correspondence complaints related to accommodation. Provide support with regard to the compilation and submission of budget inputs and allocation of funds. Analyse and monitor expenditure levels in line with MTEF allocations. Provide assistance with monitoring controlling and reporting functions in support of the provision of accommodation. Interact with internal and external service providers regarding accommodation and property needs of various Client Departments. Assist with the marketing of DPW service delivery strategies with the client. Assist with ad hoc tasks as required.

ENQUIRIES
:
Mr M Vermeulen, Tel (012) 337 2154

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/94
:
SENIOR ADMINISTRATIVE OFFICER : SUPPLY REGISTER PROCUREMENT REF 2007/912
SALARY
:
R132 054 per annum

REQUIREMENTS
:
An appropriate recognized Degree or Diploma in, Finance; Procurement Supply Chain Management; Information Technology or Business/Public Administration. Relevant experience in Databases and/or Procurement. Supervisory exposure. Knowledge and understanding of Public Finance Management Act, 01 of 1999, Preferential Procurement Policy Framework Act, No 5 of 2000, Supply Chain Management Framework (National Treasury), Public Service Act, of 1994; Knowledge and understanding of databases. Numerical skills. Advanced Computer literacy skills (MS Word, Excel, PowerPoint). Interpersonal and diplomacy skills, problem solving and decision making skills, high level of integrity and ethical standards. Analytical ability, communication skills, both written and verbal; ability to handle pressure

DUTIES
:
The administration of the registration of suppliers. Distribute, Receive, record and track applications. Liaise with and provide assistance to key internal and external clients. Addition of new suppliers, updates of existing suppliers information. Approve and verify banking details of suppliers. Assist with the compilation of management information reports. Maintain the database as changes occur. Administer on-line applications.

ENQUIRIES
:
Mr B Chinasamy/Ms S Mahlangu (012) 337 2380/ 2706

APPLICATIONS
:
The Director-General, Department of Public Works

Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/95
:
SENIOR PERSONNEL PRACTITIONER: HUMAN RESOURCE ADMINISTRATION REF 2007/934
SALARY
:
R132 054 per annum 

CENTRE
:
Head Office 

Requirements
:
A recognized Batchelor’s degree or equivalent qualification with appropriate experience in Human Resources Management. Ability to interpret policies and assist in Human Resources policy research analysis and implementation. Knowledge of PFMA, HR prescripts, procedures planning and organising skills, written and interpret HR policies and prescripts, interpersonal skills. Computer Literacy and a capacity to understand codes of remuneration, remuneration systems and service benefits processes and procedures essential. The successful candidate should furthermore have good interpersonal and communication skills.
Duties
:
Develop and maintain departmental procedures on service benefits. Implement Appointments, Promotions and transfers on the PERSAL system. Initiate, compile, implement and analyse policy on service benefits. Do research on Service Benefits practices and procedures. Provide, advice and support line managers and other role players on departmental policies. Liaise with role players involved in the policy making process.

ENQUIRIES
:
Ms M Booysens (012) 337 2714

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

FOR ATTENTION
:
Mrs TB Hlatshwayo
POST 38/96
:
SENIOR PERSONNEL PRACTITIONER PLANNING AND RECRUITMENT Ref 2007/930

SALARY
:
R132 054 per annum 

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate degree/diploma or related qualification in Human Resource Management with relevant experience. Knowledge and understanding of enabling legislation (BCEA, EEA, PSA, PSR, CORE, etc).  Ability to perform effectively in a pressure driven environment. Proven and strong verbal and written communication skills. Well developed counseling skills. Sound analytical, statistical and problem solving skills. Knowledge of PERSAL. Computer literate. 

DUTIES
:
Ensure proper execution of all recruitment and planning tasks, both manually and on systems. Prepare and provide employment statistics to the Head of Human Resources.  Ensure adherence to effective implementation of policies, regulations and Acts with regard to HR.  Administer, advice and support to management and staff on recruitment and selection. Participate in employees’ health and wellness programmes. Assist in counseling of staff and their families. Render exit management services.

ENQUIRIES
:
Ms NP Nkosi, Tel (013) 753 6300

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

FOR ATTENTION
:
Ms NP Nkosi
POST 38/97
:
ADMINISTRATION OFFICER: ACQUISITION & LEASING REF 2007/938
SALARY
:
R106 335 per annum

CENTRE
:
Mthatha Regional Office

REQUIREMENTS
:
Three year B-degree/equivalent qualification or a Senior Certificate with appropriate experience. A valid driver’s license. Knowledge of Government procurement procedure. Understanding of various forms for Acquisitions of property: Leasing, Buying, common Law, Prescription and Expropriation. Understanding of property market and its trends. Strong negotiation skills. Good interpersonal skills. Good verbal and written communication skills.

DUTIES
:
Procure fixed property or rights in fixed property. Determine and analyze acquisition options to meet the requirements of the clients. Negotiate lease agreements and property purchases. View tendered or identified properties. Keep track of property market and its trends. Follow up with the relevant parties on conveyance processes on the acquisition of property.

ENQUIRIES
:
Mr L Ndabeni, Tel (047) 502 7000
Applications
:
The Regional Manager, Department of Public Works Private Bag X5007, Mthatha, 5099

FOR Attention
:
Mr V Bakubaku

POST 38/98
:
SECRETARIES TO DIRECTORS X4 REF 2007/929
SALARY
:
R106 335 per annum

CENTRE
:
Head Office (Pretoria)


Global Partnership Ref 2007/929A



African Cooperation Ref 2007/929B



International & Stakeholders Liaison Ref 2007/929C



Civil & Structural Engineering Ref 2007/929D

NOTE
:
Please specify your reference number in your application according to your preferred unit. Submit separate documentation for each position

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

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

ENQUIRIES
:
Recruitment Office, Tel (012) 337 2954/3188/ 2768/ 2052

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 38/99
:
ASSISSTANT ADMINISTRATIVE SUPPORT (X2) PROJECTS REF 2007/906
SALARY
:
R85 362 per annum

CENTRE
:
Bloemfontein Regional Office
REQUIREMENTS 
:
A senior certificate; (an appropriate National Diploma will be an advantage), appropriate experience in an office environment, Good communication and writing skills, Good financial skills, Knowledge of WCS, Good organizational skills, Computer literate

DUTIES
:
Provide administrative and general office management  support to Project Managers: *supporting project management processes within specific time frames * preparing documentation for presentations and reports * organizing office logistical matters and acting as general receptionist * making required travel and accommodation arrangements * administrating office correspondence, documents and reports * managing the flow of information and documents in the office * processing forms and documents related to claims, payments, invoices and consultant fees relevant to the office * updating of WCS on a daily basis 

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

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

FOR Attention
:
Mr CTI Mofokeng

POST 38/100
:
SENIOR ADMIN CLERK PROPERTY PAYMENTS REF 2007/941
SALARY
:
R68 955 per annum

REQUIREMENTS
:
Matric or equivalent qualification (with mathematics or accounting). A recognized post matric qualification will be an added advantage. Relevant experience in property payments or at least one year experience in the accounts payment section.  Computer literacy in (MS Word and Excel) Ability to work under pressure.
DUTIES 
:
Timeous payments of accounts received from municipalities. Service providers and landlords, in respect of rates and taxes, municipal services and leased accommodation by the department. Assist in the registration of state owned properties for municipal services with municipalities. Handling of enquiries from municipalities, service providers, property owners, tenants and clients. Monitor and follow up on balances of accounts. Assist in the general administration of the section. Perform monthly reconciliation. Write monthly reports.

ENQUIRIES 
:
Mr L Funde, Tel (041-4082113) 

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

FOR ATTENTION
:
Ms F Clark
ANNEXURE O
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
:
1 October 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 38/101
:
DEPUTY DIRECTOR: HIV/AIDS CAPACITY BUILDING


Directorate: Care and Support

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree in Social Sciences or equivalent qualification PLUS sufficient experience in capacity building programmes. Knowledge of community-based care and support. Knowledge and understanding of public service legislative framework. Willingness to travel. Experience in skills development of community Care givers. Competencies needed: Capacity building skills. Monitoring and evaluation skills. Communication (written, verbal and presentation) skills. Interpersonal and liaison skills. Client Orientation and customer focus skills. Project management skills. Computer literacy. Research skills. Facilitation skills. Negotiation skills. Attributes: Ability to work under pressure. Ability to work in a team and independently. Innovative and creative. Patience. Friendliness. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Identify training and development needs within psychosocial support community Care givers. Development of policy framework and guideline on capacity building for HCBC. Facilitate capacity development of home / community – based care and support organizations. Monitoring and evaluation of capacity building of HCBC programmes. Facilitate the accreditation of service providers rendering HCBC.

ENQUIRIES
:
Ms J De Beer, Tel : (012) 312-7309

POST 38/102
:
DEPUTY DIRECTOR: PROGRAMME IMPLEMENTATION



Directorate: Prevention

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree in Social Science or equivalent qualification PLUS sufficient experience in programme implementation. Knowledge of and experience in the HIV and AIDS field. Knowledge of HIV/AIDS prevention programmes including community based care. Knowledge and understanding of Public Service legislative framework. Experience in monitoring and evaluation. Competencies needed: Monitoring and evaluation skills. Planning and organising skills. Problem solving skills. Computer literate. Project management skills. Presentation skills. Communication (written and verbal) skills. Policy development and analysis skills. Facilitation skills. Client orientation and customer focus skills. Research skills. Coordination skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure.  Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Develop and monitor the implementation strategies of HIV/AIDS within the Gender programme. Design implementation guidelines for HIV/AIDS Gender prevention programmes. Monitor and evaluate the programme implementation process.  Identify gaps in service delivery and make recommendations. Develop strategies to address the issues of vulnerability and gaps.  Utilise the research findings to improve service delivery to vulnerable groups. Develop and coordinate mechanisms to provide support guidance and technical assistance to the programme.

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

POST 38/103
:
DEPUTY DIRECTOR: ECONOMIC OLICY DEVELOPMENT


Directorate: Employment Assistance

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification with economic as a major PLUS sufficient experience in the development field. Knowledge and understanding of labour market economics and development, training, educational trends and skills development. Knowledge of public service legislative framework. Competencies needed: Policy development and analysis  skills. Research and analytical skills. Project Management skills. Client orientation skills. Presentation and facilitation skills. Communication (written and verbal) skills. Statistical analysis skills. Problem solving skills. Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Assess and undertake research on programmes to link beneficiaries to economic opportunities and labour market trends.  Design policies to respond to economic opportunities for beneficiaries. Evaluate and review research findings on labour market trends for beneficiaries. Consult and liaise with relevant stakeholders and the general public with respect to policy options of economic opportunities. Assess the overall impact of the developed policies on the socio-economic disposition of beneficiaries.

ENQUIRIES
:
Mrs P Kekana Tel: (012) 312-7719

POST 38/104
:
DEPUTY DIRECTOR: ECONOMIC POLICY IMPLEMENTATION SUPPORT


Directorate: Employment Assistance

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification with economic as a major PLUS sufficient experience in the development field. An experience in micro simulation will be an added advantage. Knowledge and understanding of labour market economics and development, training ,educational trends and skills development. Knowledge of public service legislative framework. Competencies needed: Policy analysis skills. Research and analytical skills. Project Management skills. Presentation and facilitation skills. Communication (written and verbal) skills. Problem solving skills. Performance monitoring skills Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Attributes: Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative. Compliant. Self-driver. Assertiveness.

DUTIES
:
Key Responsibilities: Facilitate and coordinate information systems for profiling beneficiaries, households, communities and developments in the labour market. Develop and maintain appropriate database for policy options.  Monitor and evaluate the efficiency and relevance of the database system periodically. Liaise with relevant stakeholder with respect to systems development and maintenance to ensure effort, consistency and integrity of data.

ENQUIRIES
:
Mrs P Kekana Tel: (012) 312-7719
POST 38/105
:
DEPUTY DIRECTOR: ECONOMIC OPPORTUNITIES LIAISON


Directorate: Employment Assistance

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification with economic as a major PLUS sufficient experience in the development field. Knowledge and understanding of labour market and economic development. Knowledge of skills development, training and educational trends. Knowledge of public service legislative framework. Competencies needed: Policy development and analysis  skills. Research and analytical skills. Project Management skills. Presentation and facilitation skills. Communication (written and verbal) skills. Problem solving skills. Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Liaison skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: .Develop programmes to support the marketing of beneficiary to suitable employers. Promote and maintain working relationships with other government departments and stakeholders to develop and implement programmes to link beneficiaries and vulnerable groups to economic activity. Develop programmes for linking benefits with education and training opportunities that will enhance employment prospects for beneficiaries. Undertake the overall impact assessment of the programmes.

ENQUIRIES
:
Mrs P Kekana Tel: (012) 312-7719

POST 38/106
:
DEPUTY DIRECTOR: SECURITY MANAGEMENT


Directorate: Security Management

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience in security management field. Knowledge and understanding of Minimum Information Security Standards. Knowledge and understanding of Protection of Information, Promotion of Access to Information, Control of Access to Public Premises and Vehicle Acts. Knowledge of public service legislative framework. Knowledge and understanding of Supply Chain Management policies. Competencies needed: People management skills. Research and analytical skills. Negotiation skills. Policy development and analysis  skills. Project Management skills. Client orientation  skills. Presentation and facilitation skills Communication (written and verbal) skills. Problem solving skills.. Planning and organising skills. Monitoring and evaluation skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness. Trustworthiness.

DUTIES
:
Key Responsibilities: Provide advice on all security aspects, external and internal threats and related legislation. Conduct investigations and implement security counter measures. Coordinate physical security measures within the Department and at events organised by the Department. Liaise with all relevant stakeholders on security related matters. Develop internal security policies and facilitate the implementation thereof. Coordinate internal security and Occupational Health committee meetings.

ENQUIRIES
:
Mr T Van Der Merwe Tel: (012) 312-7732

POST 38/107
:
ASSISTANT DIRECTOR: PROGRAMME IMPLEMENTATION



Directorate: Prevention 

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree in Social Sciences (or equivalent qualification) PLUS sufficient experience in HIV and AIDS prevention programmes. Experience in Marketing will be an added advantage Knowledge of HIV/AIDS within the Social Development Sector.   Knowledge and understanding of public service legislative framework. Competencies needed: Computer literacy. Problem solving. Planning, coordinating and organising skills. Policy Analysis and development. Presentation skills. Communication (written, verbal and liaison) skills. Interpersonal and liaison skills. Well developed report writing skills. Time management. Training and motivation skills. Project management skills. Attributes: Self starter. Team player. Ability to work under pressure. Ability to work independently.  Innovative and creative. Assertiveness and outspoken.

DUTIES
:
Key Responsibilities: Design and disseminate information on Gender and Youth with regard to HIV and AIDS prevention programmes. Facilitate the involvement of stakeholders in Gender and Youth programmes. Conduct audit of services and develop directory of services. Monitor, evaluate and report on prevention programme implementation. Participate and present the prevention programme in stakeholder forums. Develop and mobilize stakeholder management.

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

POST 38/108
:
PRINCIPAL COMMUNICATION OFFICER (GRAPHIC DESIGN)



Directorate: Internal Communication

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree in Graphic Design or equivalent qualification PLUS credible experience in working within a fast-paced graphic design environment.  Knowledge of desk top publishing for PC/Apple Mac including proficiency in Photoshop, QuarkXpress, Corel Draw and Macromedia MX.  Artistic ability and fresh creative thinking for designing eye-catching, effective and original graphics.  Knowledge of government procedures and processes as well as the new corporate identity guidelines for government.  The successful candidate must be willing to work unsociable hours. Competencies needed: Communication (written and verbal) skills.  Planning and organising skills.  Problem-solving skills.  Computer literacy.  Customer service skills.  Creative and innovative. Administrative skills. Attributes: An eye for detail.  Ability to work in a team and independently.  Friendly.  Supportive.  Client centred approach to delivery of products.  Ability to handle multiple tasks.  Drive.  

DUTIES
:
Key Responsibilities:  Design and layout of corporate communication materials for the Department, including advertisements and brochures. Design and layout of internal and external newsletters, Annual Report, Strategic Plan and other publications of the Department.  Administer the production processes in terms of quality control and in line with the Departmental procurement policy.  Create multi-media communication materials, including artwork and photography.  File and keep records of the promotional material and artwork produced.  

ENQUIRIES
:
Mr S Tang Tel: (012) 312-7939

POST 38/109
:
PRINCIPAL COMMUNICATION OFICER (12 MONTHS CONTRACT)



Directorate: Communication

SALARY
:
R132 054 per annum PLUS 37% of salary in lieu of benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree in Graphic Design or equivalent qualification PLUS credible experience in working within a fast-paced graphic design environment.  Knowledge of desk top publishing for PC/Apple Mac including proficiency in Photoshop, QuarkXpress, Corel Draw and Macromedia MX.  Artistic ability and fresh creative thinking for designing eye-catching, effective and original graphics.  Knowledge of government procedures and processes as well as the new corporate identity guidelines for government.  The successful candidate must be willing to work unsociable hours.  Competencies needed: Communication (written and verbal) skills.  Planning and organising skills.  Problem-solving skills.  Computer literacy.  Customer service skills.  Creative and innovative. Administrative skills. Attributes: An eye for detail.  Ability to work in a team and independently.  Friendly.  Supportive.  Client centred approach to delivery of products.  Ability to handle multiple tasks.  Drive. 

DUTIES
:
Key Responsibilities: Design and layout of corporate communication materials for the Department, including advertisements and brochures. Design and layout of internal and external newsletters, Annual Report, Strategic Plan and other publications of the Department.  Administer the production processes in terms of quality control and in line with the Departmental procurement policy.  Create multi-media communication materials, including artwork and photography.  File and keep records of the promotional material and artwork produced.
ENQUIRIES
:
Mr S Tang Tel: (012) 312-7939
POST 38/110
:
ASSET MANAGER OFFICER (3 POSTS) (12 MONTHS CONTRACT)


Directorate: Supply Chain Management

SALARY
:
R106 335 per annum PLUS 37% of salary in lieu of benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree/Diploma at NQF level 6 in financial management PLUS experience in asset management.  Knowledge of provisioning administration will be an added advantage.  Competencies needed: Communication (written and verbal) skills.  Client relations. Problem-solving skills.  Computer literacy.  Attributes: Friendly.  Ability to cope with a high workload.  Ability to work independently and as part of a team.

DUTIES
:
Key Responsibilities: Administer and control the movement of assets between sub-inventories on a regular basis.  Conduct a physical stock-take and disposals of redundant, obsolete and unserviceable assets in the Department in accordance with the directives and procedures of National Treasury.  Update the inventories and Assets Register in the Department.  Identify, investigate and report discrepancies found during the monthly assets verification.  Reconciliation of asset payment vouchers to the asset management system.  Bar coding of newly acquired assets and updating of the Fast Track System.  

ENQUIRIES
:
Mr P Mabula Tel: (012) 312-7902

ANNEXURE P
DEPARTMENT OF WATER AFFAIRS AND FORESTRY

The Department of Water Affairs and Forestry is an equal opportunity, affirmative action employer. The intention is to promote representivity in the Public Service through the filling of this post and persons whose appointment will promote representivity, will receive preference. An indication by candidates in this regard will facilitate the processing of applications. If no suitable candidates from the unrepresented groups can be recruited, candidates from the represented groups will be considered.

APPLICATIONS
:
The Director-General, Department: Water Affairs and Forestry, Private Bag X313, Pretoria, 0001

FOR ATTENTION
:
Mrs L Van Wyk , Room 603, Zwamadaka Building 

CLOSING DATE
:
12 October 2007
NOTE
:
Applications must be submitted on forms Z83, obtainable from any Public Service department, and should be accompanied by a comprehensive CV as well as certified copies of qualifications. For all posts, please forward your application, quoting the relevant reference number, to the address mentioned at each post.  No faxed applications will be accepted. Note: If you have not heard from us within 6 weeks of the closing date, please accept that your application was unsuccessful.

OTHER POST

POST 38/111
:
SENIOR ACCOUNTING CLERK GRADE II (FINANCIAL ACCOUNTING)
SALARY
:
R68 955 per annum 

CENTRE
:
Pretoria(241214/80084/5)

REQUIREMENTS
:
Grade 12 certificate with Accounting and Mathematics as passed subjects. Two years experience in Financial Management. Good written and verbal communication skills. Computer literacy.

DUTIES
:
Key Performance Areas: Administration and processing of payments to suppliers and officials. Capture S&T advances and claims.

ENQUIRIES
:
Ms A Botes Tel (012) 336-8679

ANNEXURE Q
PROVINCIAL ADMINISTRATION: EASTERN CAPE

DEPARTMENT OF PUBLIC WORKS

The Provincial Administration of the Eastern Cape is an equal opportunity, affirmative action employer.

APPLICATIONS
:
Forward your application; clearly indicating the position for which you are applying for, the relevant reference number and the name of the publication in which you saw this advertisement, to the Acting Head of Department, Dept of Public Works, P/Bag X 0022, Bhisho 5605. Enquiries can be directed to Mr. Mangxola @ 040-609 4419 / 4574.

CLOSING DATE
:
21 September 2007

NOTE
:
Applications must be submitted on form Z.83, obtainable from any Public Service department, and should be accompanied by certified copies of qualifications, ID document and a detailed CV. The first page of the Z.83 form must be appropriately  filled or else the application will not be considered. Applications from youth and persons with disability are encouraged. N.B.: Communication including correspondence will only be entered into with short listed candidates. 

MANAGEMENT ECHELON

POST 38/112
:
REGIONAL SENIOR MANAGER: UKHAHLAMBA REF NO: DPW85/2007


Component: Regional Office

SALARY
:
An all inclusive remuneration package of R502 725 per annum subject to the signing of a Performance Agreement.

CENTRE
:
Sterkspruit

REQUIREMENTS
:
A tertiary qualification in any of the built environment or related engineering disciplines (At least three years proven mid management experience in a construction or property management environment (Sound financial and people management skills (Proven strategic and leadership skills. (Excellent communicator at all levels (written and verbal) (Computer literacy ( Code B driver’s license. Competencies: (Strategic capability and leadership (Financial management (People management and empowerment (Programme and project management (Communication (Client orientation and customer focus.

DUTIES
:
Manage the following functions of the department in the Region: (Maintenance of state owned buildings (Property development (Management of all properties utilized by provincial government departments (Expanded Public Works Programme  (Providing strategic direction for the region while at the same time exercising operational control to achieve departmental targets (Financial management -responsible for regional budget and reporting (HR Management- responsible to exercise control over regional staff in the areas of manpower planning, labour relations and human resources development. Corporate services, including office management and the wellness programme (Ensuring full functionality of the Performance Management and Development System in the region. 

POST 38/113
:
SENIOR MANAGER REF NO: DPW86/2007



Component: Property Development
SALARY
:
An all inclusive remuneration package of R502 725 p.a. subject to the signing of a Performance Agreement.

CENTRE
:
Bhisho

REQUIREMENTS
:
A Bachelor’s degree in Quantity Surveying / Architectural field or any equivalent qualification in the built environment. (Registration with the professional institutes within the building environment will be advantageous. (A minimum of three years experience at middle management level. (Project and programme management skills. (Sound management, budgeting and interpersonal skills. (Understanding of acts, regulations and policies governing the built environment, management of assets, financial and human resources management. Competencies: (Strategic capability and leadership. ( Communication. (Programme and project management. ( Financial management. (Client orientation and customer focus.

DUTIES
:
Manage service level Agreement between Department of Public Works and client departments. (Manage all programmes pertaining to the roll out of new buildings service delivery infrastructure. (Lead the Infrastructure Delivery Implementation Programme. (Manage planning, demand, implementation, quality control, monitoring and evaluation of the provincial building infrastructure programmes of the relevant client departments.  (The incumbent will also provide professional and technical support to provincial departments regarding the building infrastructure and immovable asset management. (Implement the Expanded Public Works Programme within the client department’s projects. (To coordinate regular inspections of government properties under the allocated portfolio. (Formulate strategic policies, which will enable the Department to successfully fulfill its role in delivering services to the community / clients. (Determine the most effective work procedures to achieve organisational goals. (The post carries the management responsibility that includes financial and human resources of the entire component.

NOTE
:
Short listed candidates for Senior Manager’s posts will undergo process of security screening and competency assessment
OTHER POSTS

POST 38/114
:
MANAGER: PROPERTY MANAGEMENT (THREE POSTS) REF NO: DPW87/2007



Sub-Component: Property Holdings, Asset Management and Property Management

SALARY
:
An all inclusive remuneration package of R369 000- R427 835 per annum

CENTRE
:
Bhisho (x 2) and Kokstad: Regional Head of Property Management

REQUIREMENTS
:
An appropriate tertiary qualification in Geography, Town Planning, Public Administration, Property Administration or other related study field with relevant experience (minimum of four years) or Senior Certificate with extensive proven experience (minimum of eight years) in the property industry. (The ability to liaise at Senior Management level and ability to work and cope under intense pressure are important prerequisites. (Sound knowledge and workable understanding of State Land administration and management, including legislation (e.g. Eastern Cape Land Disposal Act) and practices (e.g. land surveying, valuations, lease management) pertaining to the property industry. (Knowledge and understanding of the PFMA, GIAMA, the Property Charter and the role and functions of the PSLDC will be to the candidate’s advantage. (A good understanding of the Constitutional obligations and programmes of Government to address the imbalances in the property ownership and land use patterns of our country. (Good financial skills and proven budgeting ability. (Good computer skills in MSWord, Excel and PowerPoint. (Operational knowledge in the GIS (Esri-products) and property database environment will be advantageous. (An ability to execute analytical analyses in the property environment, supported with strong communication skills (written and verbal) is essential. (The person must also be able to multi-task and result driven orientated, motivated, meet deadlines and accept responsibility. (A valid code B driver’s license is a prerequisite. (The applicant must be willing to travel extensively.

DUTIES
:
Key responsibilities: (Ensure the effective administration and management of the property portfolio of the Eastern Cape Provincial Government in all aspects.  (Manage the acquisition, disposal and leasing of immovable property and rights (e.g. servitude and mineral) therein. (Manage the control of property rights and the confirmation of vesting of properties that should be in the asset register of the Province in terms of legislation. (Manage the verification of State and other public land by conducting appropriate land use investigations and audits thereon. (Ensure the administration and performance of buildings within a region as to obtain maximum yields on investment, optimum levels of maintenance and utilization, and client satisfaction. (Manage client relations by ensuring effective liaison with client departments on various levels. (Assist client departments in drafting inputs for the compilation of their immovable asset management plans. (Ensure economic efficiency in the Department’s leasehold portfolio in line with market trends. (Ensure that immovable property assets support government’s socio-economic objectives such as the release of State Land for land reform and municipal development purposes. Manage the provincial asset register (Public Works Facilities Management Information System), the tenancy management portfolio and the property holdings portfolio by designing and implementing strategies and best practices to minimize property expenditure and maximize property utilization and income. (Ensure that all expenditure and revenue in respect of State-owned and leased properties are captured in the relevant property information/financial systems. (Manage the timeous and correctly payment of property rates, municipal service charges, lease payments, cleaning, gardening & security contracts, etc. and revenue collection from property sales, leases, user charges, etc. (Manage the rendering of cost-effective and efficient cleaning, gardening and security services. (Liaise with client departments, other provincial Governments, national Government, municipalities, parastatals and other organs of the State. (Address all property and land related enquiries from the public. (Represent the Provincial Government of the Eastern Cape on forums and committees, e.g. the Provincial State Land Disposal Committee. (Manage the appointment and supervision of service providers and consultants. (Assist in any other duties assigned by the supervisor.  

ENQUIRIES
:
Mr. D F Pretorius, Tel (040) 609-4567   

POST 38/115
:
MANAGER REF NO: DPW88/2007



Sub-Component: Compliance Management

SALARY
:
An inclusive remuneration package of R369 000- R427 835 per annum

CENTRE
:
Bhisho

REQUIREMENTS
:
A tertiary or equivalent qualification. (5 years experience in risk management or internal auditing or experience in dealing with legal issues. (Knowledge of PFMA, Treasury Regulations, PPPFA and Supply Chain Management. (Knowledge of CIDB. (Communication skills (written and verbal). (Computer literacy. (Analytical skills. (Interpersonal skills. (Problem Solving skills. (Interviewing skills. (Leadership skills. (Workshop facilitation skills. 

DUTIES
:
Preparing and implement a Supply Chain Risk Management Strategy inclusive of a Fraud Prevention measures on Supply Chain Management. (Review supply chain compliance and performance. (Investigate cases of misappropriation, losses or damage. (Risk identification throughout the department and interaction with other sections to develop a risk profile. (Drafting a risk data base on audit findings and queries to be addressed with the department and request progress reports with regard to the queries raised. (Develop risk control strategies. (Develop and implement Departmental Fraud Prevention Plan. (Planning the scope, conducting internal investigations on fraud and corruption with appropriate recommendations and risk plans inclusive of responses to audit findings and reports. (Establish, promote, implement and maintain sound ethical, financial and related management practices for effectiveness, efficiency and transparency of the system. (Liaison with Internal Audit function. (Liaison with Anti –Fraud Unit in the Office of the Premier. (Attend Anti- Corruption Council meetings.  

POST 38/116
:
VALUER REF NO: DPW89/2007



Sub- Component: Property Management

SALARY
:
An inclusive remuneration package of R311 358- R360 910 per annum

CENTRE
:
Bhisho

REQUIREMENTS
:
A tertiary recognized degree/diploma in Valuations supported by the relevant experience. (Registration with the South African Council for Valuers. (Exposure to the field of valuations will be an advantage. (Knowledge of computer programs such as MS Word, Excel and Access. (A valid Code B driver’s license.

DUTIES
:
Conduct valuations with a view to the acquisition or alienation of property, or control valuations. (Evaluate valuations where the State is liable for the payment of rates. (Render an information and liaison service to interested parties with regard to valuation matters. (Administer leased accommodation contracts. (Sign lease reports compiled by Candidate Valuer. (Evaluate all state owned properties. (Compile valuation reports for management meetings. (Responsible for sectional budget.

POST 38/117
:
DEPUTY CHIEF ARCHITECT (TWO POSTS) REF NO: DPW90/2007



Sub- Component: Property Development

SALARY
:
An inclusive remuneration package of R311 358- R360 910 p.a. (Level: 11)

CENTRE
:
Bhisho and East London

REQUIREMENTS
:
A recognized Bachelor’s degree in Architecture plus extensive related post-qualification experience gained in the planning and construction of major and or minor building projects. (Registration with the South Africa Council for the Architectural profession as a professional Architect.(A valid code B driver’s license.( Computer literacy. (Knowledge of project and programme management.

DUTIES
:
Liaise with client department in respect of planning and construction of major and minor building projects. (Advise client departments on planning and project management milestone techniques to expedite the service delivery process.(The supervision and administration of building contracts. (Ensure that financial targets and milestones are met. (Ensure that norms and standards regarding statutory and provincial requirements are implemented.(The co-ordination and control of performance of building consultants.(Scrutinize and approve consultant fee accounts, requests for variation orders and payments to contractors. (Dispute resolution and contractual claims. (Serve on the design appraisal committee and keep abreast of innovations in building design, contract administration and construction laws.

POST 38/118
:
ASSISTANT MANAGER REF NO: DPW91/2007


Sub-Component: Leases

SALARY
:
R157 686 – R183 067 per annum

CENTRE
:
Bhisho

REQUIREMENTS
:
A tertiary qualification in Finance /Accounting/ Legal/Property management. (A minimum of three years experience in managerial experience in the property management or Finance industry. (Knowledge and understanding of Government procurement systems and property legislation. (Good financial management and strong negotiation skills. (Sound analytical and problem solving skills. A valid code B driver’s license.

DUTIES
:
Obtain cost effective hired office accommodation for Provincial Public Work’s client departments according to the market trends. (Liaison with the landlords to ensure timeous payments of rental payments. (Liaison with Client departments and landlords to ensure client satisfaction.  (Prepare submissions for the approval of office accommodation to the Bid Committee. (Ensure that the Debtors register is properly maintained and accurate. (Ensure optimal utilization of State and leased Properties and generate revenue to the best benefits of the Government and as required by PFMA. (Ensure that monthly reconciliations are done regarding all the monies payable to the municipality to avoid fruitless and wasteful expenditure. (Submission of all statistical monthly reports to the Head of section. (Compile budget for hiring of office accommodation, repairs and refurbishments of leased properties. (Financial control over expenditure of allocated funds. (Supervise and develop and evaluate all staff that report to you. 

ENQUIRIES
:
Ms N Jikela @ 040 609 4557

POST 38/119
:
ASSISTANT MANAGER (FOUR POSTS) REF NO: DPW92/2007


Sub-Component: Property Management

SALARY
:
R157 686 – R183 067 per annum

CENTRE
:
Cacadu, Amathole and OR Tambo Regions

REQUIREMENTS
:
Recognized tertiary qualification in Public Administration or Property Related discipline coupled with a three year’s experience in Property Management. (Knowledge and understanding of the PFMA, Treasury Regulations, property related legislation. (Sound analytical and problem solving skills. (Knowledge and understanding of state land procedure. (Good verbal and communication skills. (Strong negotiation skills. (Advanced computer literacy.  (A valid code B driver’s license.

DUTIES
:
Ensure that all state-owned properties in the region are captured correctly in the Property Management Information System. (Liaise with Client Departments regarding their space requirements of office accommodation. ( Keep track of developments with regards to property management trends. (Manage, monitor and compile reports regarding the vesting of state owned and leased properties in the region. (Prepare reports for management and other relevant stakeholders. ( Ensure economic efficiency in the Department Leasing Portfolio in line with market trends. ( Ensure that property assets support government socio economic objectives such as release of state land for land reform purposes. (Ensure that all expenditure and revenue in respect of state owned and leased properties are captured in the system. (Do site visits and compile technical reports on state owned properties. (Supervise staff according to the PMDS and identify areas of development where inefficiencies may occur and recommend solutions. (Manage and monitor sectional budget. `

ENQUIRIES
:
O.R.Tambo: Mr. S Fitshane @ 047 -5311781



Amathole: Ms P. Singh @ 043- 705 4308



Cacadu: Mr. T Maloka @ 041-390 2005

POST 38/120
:
ASSISTANT MANAGER REF NO: DPW93/2007


Sub-Component: Budget Control

SALARY
:
R157 686- R183 067 per annum

CENTRE
:
Bhisho

REQUIREMENTS
:
A tertiary qualification (Senior Certificate studying towards a relevant qualification will be considered) plus three years practical experience in a related field of Finance / Management Accounting in the Public Sector. (Knowledge of government transversal systems (BAS, PERSAL, LOGIS) PFMA, Treasury Regulations, as well as financial policies. (Computer literacy (MS Office).

DUTIES
:
Assist in the planning, organizing and controlling the budget (Load the departmental budget on BAS(Basic Accounting System) according to the approved code structure ( Monitor expenditure incurred on a monthly basis or as necessary to ensure that the expenditure remains within voted funds (Monitor and evaluate expenditure and recommend the reallocation of resources during the financial year as priorities change (Provide advice to programme mangers on their spending patterns monthly and on request (Ensure that expenditure allocations are correct and adjustment journals are done where necessary (Know, understand and implement the legislative framework governing budget planning and control (Prepare monthly forecasts of income and expenditure in terms of the PFMA (Ensure that financial Reports are distributed monthly to programme managers

POST 38/121
:
ASSISTANT MANAGER REF NO: DPW94/2007


Sub-Component: Budget Planning

SALARY
:
R157 686- R183 067 per annum

CENTRE
:
Bhisho

REQUIREMENTS
:
A tertiary qualification (Senior Certificate studying towards a relevant qualification will be considered) plus three years practical experience in a related field of Finance / Management Accounting in the Public Sector. (Knowledge of government transversal systems (BAS, PERSAL, LOGIS) PFMA, Treasury Regulations, as well as financial policies. (Computer literacy (MS Office).

DUTIES
:
Ensure that the budgets are aligned with policy objectives (Ensure the most equitable distribution of the resources (Evaluate and consolidate budgets inputs at various levels (Ensure that the prescribed Provincial budget process due dates are met (Co-ordinate budget preparations for the department (Prepare working papers and liaise with Provincial Treasury on Budgetary issues (Provide explanations of any material variance and steps taken to correct those variances (Maintain update documents ( Provide secretariat services for the departmental budget committee.

POST 38/122
:
ADMIN OFFICER REF NO: DPW95/2007


Sub-Component: Budget Control

SALARY
:
R106 335 – R123 456 p.a. (level 07)

CENTRE
:
Bhisho

REQUIREMENTS
:
Grade 12 (Senior Certificate) with relevant experience in financial processes (A degree / diploma will be an added advantage (Knowledge of government transversal systems (BAS, PERSAL & LOGIS) (Computer literacy (MS Office).

DUTIES
:
Verify availability of funds before goods& services are procured (Control departmental budget to avoid overspending (Ensure accuracy of data by analyzing expenditure reports periodically (Collect, collate and consolidate data from sub-programme mangers (Provide experts administrative support to budgeting units (Provide secretariat functions on monthly In Year Monitoring meetings (Prepare and submit weekly cash flow reports to provincial Treasury.

POST 38/123
:
EXECUTIVE ASSISTANT (SECRETARY) (TWO POSTS) REF NO: DPW96/2007



Sub-Component: Property Management Services and CIDP

SALARY
:
R85 362- R99 107 per annum
CENTRE
:
Bhisho
REQUIREMENTS
:
An appropriate qualification in Secretarial Services / Office Management with at least three years appropriate experience as an office assistant (secretary). (Very good interpersonal, organizational, communication and record-keeping skills are required. (The ability to liaise at Senior Management level and ability to work and cope under intense pressure are important prerequisites. (Experience in customer relations and client liaison is also prerequisite. (The successful applicant must maintain confidentiality and be able to work independently, with minimum supervision. (The applicant must be advanced computer literate in MS Office packages (MS Word, MS PowerPoint, MS Excel), and have excellent Intranet and Internet capabilities. (The applicant must also have excellent typing skills. (A working knowledge of LOGIS and BAS financial systems and Supply Chain procedures will be an advantage. (Knowledge of GIS-programmes and the understanding of alpha-numeric property data will be an added advantage. (The person must be multi-tasked and result driven orientated, motivated, work independently, meet deadlines and accept responsibility. (The applicant should have a keen interest and understanding of the property industry. (The applicant must be willing to travel on occasions.

DUTIES
:
The successful candidate will be responsible for the following duties in the Office of the Senior Manager: Property Management / CIDP: (To manage all telephone calls – screening incoming and outgoing calls in the office of the Senior Manager and ensuring the efficient flow of information. (To render administrative and secretarial support to the Senior Manager, i.e. typing, co-ordination of daily activities, management of the electronic diary, proper preparation and recording of meetings, workshops and other appointments. (Prepare coffee/tea for the Senior Manager and his guests, including the ordering and provisioning of refreshments from time to time. (To respond to telephonic queries as and when required. (Provide professional support to the Senior Manager, i.e. implement and maintain filing system, complete transport and subsistence claims, make reservations for local and overseas travel and following up on arrangements. (Assist in preparing for meetings, official functions, presentations, organize training facilities, preparing agendas and minutes and assist with the compilation and distribution of reports and other documents. (Maintain an electronic post register for recording incoming and outgoing mail, distribute to the relevant managers and assist with tracking of documentation. Manage the leave register of the Directorate. (Manage to sign out and return of supporting equipment (e.g. digital cameras) to line functionaries. (To order goods and services through Supply Chain Management and advice the Senior Manager on procurement issues, relevant news clippings and happenings in the property environment. 

ENQUIRIES
:
Mr. D Pretorius, Tel.: (040) 609-4567  

ANNEXURE R
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF EDUCATION

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

CLOSING DATE
:
04 October 2007 @ 16h00

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

OTHER POSTS

POST 38/124
:
COUNSELLOR: (EMPLOYEE WELLNESS PRACTITIONER) ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE: REFERENCE: 26/2007/4



Section: Employee Wellness Sub-Directorate

SALARY
:
R132 054 – 153 312 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate 3-4 year qualification in Social Science/ or equivalent, with Psychology as a major/ Psychometrics. Registration as a Counsellor with the HPCSA. Demonstrated ability to design, implement and evaluate a wide range of individual and group counselling interventions. Ability to counsel a diverse client group. High level time management, task management and project management skills. Ability to work with limited direction. Excellent writing and verbal communication skills, including presentation, group work and public speaking skills. Ability to work independently and as part of a team. Knowledge of a broad range of individual and group counselling modalities, as well as more than 2 years relevant experience. Valid driver’s license (extensive travelling required). Recommendation: Experience in Wellness Programmes and counselling a diverse client group will be a strong recommendation. 

DUTIES
:
The successful candidate will be responsible for promoting and improving the mental health and well- being of employees and their family members. This will include: Planning, implementing and evaluating a wide range of Wellness Programmes, counselling programmes and other interventions in collaboration with the Employee Wellness. Counselling and consulting with a diverse client group of Employees and family members in an empowering, non -judgmental, confidential and affirming manner, assisting them to decide on and implement appropriate courses of action with regard to a broad range of issues, including stress,, living with and being closely affected by HIV and AIDS, loss and trauma and etc. Liaise and create working relationships with relevant support providers in the area. Ensure intra and inter- celebration of National Health events. Develop and maintain effective referral and record keeping systems and provide statistical and other reports as directed.

ENQUIRIES
:
Dr. V. Abhilak ( (051) 404 9568

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

POST 38/125
:
SENIOR ADMINISTRATION OFFICER: MANAGEMENT ACCOUNTING DIRECTORATE: REFERENCE: 26/2007/5


Section: Strategic Planning, Monitoring and Reporting

SALARY
:
R132 054 – 153 312 pa 

CENTRE
: 
Bloemfontein

REQUIREMENTS
:
An appropriate 3 year tertiary qualification or equivalent 3 year qualification as well as more than 2 years relevant experience. Recommendations: Good understanding of the government planning processes.  Understanding the link between planning, budgeting and reporting processes.  Understand National Treasury’s recent Framework and Templates for Provincial Departments for the Preparation of the Strategic Plan and Performance Plans for 2005/2010, PFMA Treasury Regulation.  Good computer skills, filing and communication skills are a must.

DUTIES
:
Monitoring of the Department’s strategic goals and strategise the objectives as contained in 5 Year Strategic Plan, as well as the measurable objectives and performance targets contained in the Departmental Annual Performance plan and linking of the two documents.  Implementing the In-year monitoring of the Annual Performance Plan through Quarterly Reports.  Preparing for the Annual review of the individual Financial Years in an Annual Performance Plan and/or compiling of the end-year reporting and/or Annual Reports.  Assist in ensuring that the Annual Performance Plan is informed by the budget and the MTEF and reporting on FSGDS.

ENQUIRIES
:
Mr. M.J. Mothebe, ( (051) 404 9254

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 38/126
:
LABOUR RELATIONS OFFICER: FEZILE DABI DISTRICT OFFICE: REFERENCE: 26/2007/6

SALARY
:
R132 054 – 153 312 pa 

CENTRE
:
Sasolburg

REQUIREMENTS
:
An appropriate 3 year tertiary qualification or equivalent 3 year qualification in Labour Relations as well as more than 2 years relevant experience and a Code 08 driver’s license. Recommendations: A legal background, appropriate experience, potential and good Communication skills will be added advantages.

DUTIES
:
Responsible for all aspects relating to labour 
Implementation of disciplinary and grievance procedures in Education and the Public Services.  Dispute resolutions.  Labour Relations training.  Provide information / advice to top management.  Represents the Department at Arbitrations of ELRC, PSBC and CCMA.  Write report / submissions.  Be a role player at disciplinary hearings 

ENQUIRIES
:
Mr RS Malope ( (016) 973 9004

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

POST 38/127
:
PROVISIONING ADMINISTRATION OFFICER: ASSET AND FLEET MANAGEMENT SUPPORT SERVICES: REFERENCE: 26/2007/7



Section:  Fleet Management

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate 3 year tertiary qualification or equivalent  qualification with preferably three years relevant experience in the administration of subsidized motor transport. Recommendations: Have an excellent written and verbal communication as well as interpersonal skills. Knowledge of Subsidized Motor Transport will be an added advantage. Understand and interpret transport policies, Treasury regulations, Public Finance Management Act (PFMA). Full working knowledge of Excel and Word. Good leadership qualities.  

DUTIES
:
Oversee the work of subordinates. Keep vehicle inventory and other records up to date.  Log sheets administration. Set dates and prepare documentation for the Departmental Transport Advisory Committee. Preparation of submissions in respect of excess payments and withdrawals of vehicles from the scheme. Inspect subsidized vehicles. Provide Senior Manager with information pertinent to Subsidized Motor Transport.  Liaise with Service Providers on matters pertinent to Subsidized Motor Transport. Training of Transport Officers. 

ENQUIRIES
:
Mr M Phoko, (  (051) 448 6216

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 38/128
:
CHIEF INVESTIGATOR: SECURITY MANAGEMENT (INCLUDING ANTI- FRAUD AND CORRUPTION) DIRECTORATE: REFERENCE: 26/2007/8
SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification with more than 5 years applicable experience. Valid code EB driver’s license. Recommendations: Extensive knowledge of investigation or relevant qualification, computer literacy, Good communication, management and report writing skills.  

DUTIES
:
The successful candidates should be able to work independently and also as part of multidisciplinary team, conduct special investigations into alleged corruption, fraud, related corrupt activities, unlawful and improper conducts, liaison with other internal and external law enforcement authorities, witness in disciplinary, criminal and civil proceedings, perform security related functions. Because of sensitivity of the posts, the successful candidates must be prepared to under-go security clearance.

ENQUIRIES
:
ADV. Mokgobo ( (051) 404 8438

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

POST 38/129
:
COMMUNICATION OFFICER (GRAPHIC DESIGNER): COMMUNICATION, PUBLIC RELATIONS & MARKETING SUB-DIRECTORATE:  REFERENCE 26/2007/9

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An applicable 3 year tertiary qualification in Graphic Design. Two years work experience of graphic design and layout. Recommendation: Knowledge of Quark press/Adobe Page Maker, Adobe Illustrator, Adobe Photoshop, Freehand and Flash. Knowledge of any of the following software packages will be a recommendation: Adobe Dimension, Adobe Acrobat, Corel Draw (Word, Power Point and Excel). Knowledge and experience of typing, rules for layout and reprographic processes. Client focussed. Innovative. Attentive to detail. Flexible. Evaluating. Conceptualisation skills.  Insight. Perception. A valid drivers’ licence. A thorough understanding of principles, values and methodologies underpinning government communication. Good liaison and communication (written and verbal) skills. Good editing and writing skills. Ability to cope under pressure and keep to deadlines. General knowledge of, and strong interest in, current affairs and the socio-political situation in South Africa is essential.

DUTIES
:
Plan and execute the design and layout of internal and external publications as well as communication and marketing material in collaboration with internal and external clients. Liaise and negotiate with printing houses, on the specifications of the product (quantity, paper, fold options, etc). Be involved with project planning to ensure that design and layout needs are met. Compile a portfolio of all completed projects/publications/material designed. Plan, design and space photos and copies for exhibitions. Exercise control over the use and maintenance of the colour copier and arrange to have the copier repaired and serviced. Keep up-to-date with market trends. Maintain databases of all material developed and handled by the FSDoE. Be involved with FSDoE corporate image as regards the layout, adaptation and changing invitations, business cards, letterheads, programmes, statements, etc. Design and layout of electronic corporate presentations (Flash and PowerPoint).

ENQUIRIES
:
Mr S Magalefa, tel. (051) 404 8314

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

POST 38/130
:
HUMAN RESOURCE PRACTITIONER: ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE: REFERENCE: 26/2007/10



Section: Job Evaluation & Job Description (Organisational Development sub directorate)

SALARY
:
R106 335 – 123 456 pa 

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
An appropriate 3 year tertiary or equivalent qualification as well as at least 2 years appropriate experience. Valid driver’s license. Recommendation: Computer literate (working knowledge of MS Word, MS Excel and MS PowerPoint),: Research skills, analytical skills, verbal and written communication skills, planning and organizing, proficiency in ACCESS and certification as a Job Analyst will be added advantages.

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

ENQUIRIES
:
Dr V Abhilak ( (051) 404 9599

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

POST 38/131
:
PERSONNEL PRACTITIONER: HRM DIRECTORATE: REFERENCE: 26/2007/11


Section: Performance Management.

SALARY
:
R106 335-123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate 3 year tertiary or equivalent qualification as well as at least 2 years relevant experience.  Driver’s license. Recommendations: Extensive knowledge of the PMDS system for Senior Managers, Public Service Act employees level 1-12 and Office Based educators. Computer literacy:  MS EXCELL, Ms Word, PERSAL. Knowledge and understanding of assessment outcomes and trends.

DUTIES
:
The management and implementation of PMDS for Office Based Educators and Public Service Act employees level 1-12.  The implementation of IQMS.  Training of officials on performance management.  Policy matters pertaining to PDMS, PMDS and IQMS.

ENQUIRIES
:
Ms A Rudman, ( (051) 404 4223

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 38/132
:
CHIEF ADMINISTRATION CLERK: CURRICULUM SERVICES DIRECTORATE:  REFERENCE:  26/2007/12

SALARY
:
R106 335 – 123 456 pa 

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification with 5 years experience of which at least 1 year shall be in financial administration, monitoring of  expenditure, procurement and office management. Recommendations: Competent in the use of logistical LOGIS) and budget  administration systems (BAS). The post requires a person who can work with high precision, when under pressure and within tight deadlines. Communication skills, proficiency in MS Word and Excel are essential requirements. Knowledge of GG transport & procedures. A valid driver’s licence. Note: Please note that applicants will be subjected to practical testing.

DUTIES
:
To support the financial administration of the Directorate. execute chief user clerk functions for the Directorate, keep registers as required by LOGIS & BAS, oversee the maintenance of the assets register, verify S&T claims, Transport claims and any other delegated administration duties.

ENQUIRES
:
Ms ME Swanepoel, ( (051) 404 8529 

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 38/133
:
SENIOR HR OFFICER: MOTHEO DISTRICT OFFICE: REFERENCE: 26/2007/13

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification as well as 5 years relevant experience.  Recommendations: Extensive appropriate relevant HR experience. Sound communication skills (Verbal & Written). Ability to manage and develop subordinates. Proven problem solving, analytical and planning skills. Thorough knowledge of PERSAL. Computer Literacy and working knowledge of PERSAL. Working knowledge of educators Act, Public Service Act and Regulations, Strong Leadership skills. Drivers License  

DUTIES
:
Exercise control and supervision over subordinates and their work in Conditions of Service Leave Section.  District Office - responsible for the following: Management of leave, handling of bursaries, study leave, gratuities.   Development and evaluation of down line functionaries.  Render an advisory service to the managers and other service related matters.  Identify and organize trainings within the District. Compilation of weekly and monthly reports and submissions. Do approvals on PERSAL.

ENQUIRIES
:
Mr S Mapitse (051) 404 4861

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

POST 38/134
:
TRANSPORT AND LTSM PROVISIONING ADMINISTRATION OFFICER:  XHARIEP DISTRICT OFFICE:  REFERENCE 26/2007/14

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Long Term Trompsburg, Short Term Bloemfontein

REQUIREMETS
:
An appropriate 3 tertiary or equivalent qualification as well as 2 years experience.   Valid Driver’s Licence (Code 8) Recommendations: Experience in the administration of government-owned vehicles, subsidised vehicles and LTSM. Computer literacy

DUTIES
:
Maintain vehicle inventories and full vehicle records on a daily basis.  Plan maintenance timetable.  Pre- and post trip inspections.  Log sheet administration.  Accident administration.  Co-ordinate replacement of old vehicles.  Allocation of vehicles to sections.  Liaise with Government Garage on vehicles needs/roadworthiness.  Manage Subsidised vehicles in terms of Applications, Log Sheets and Car Inspections.  Manage LTSM function of the District in terms of Requisitions, book deliveries, stationery and enquiries.

ENQUIRIES
:
Ms P Raubenheimer, (  (051) 404 4718

APPLICATIONS
:
Director: Xhariep District, Private Bag X20513, Bloemfontein, 9300

POST 38/135
:
CHIEF REGISTRY CLERK: LEJWELEPUTSWA DISTRICT OFFICE:  REFERENCE:  26/2007/15

SALARY
:
R106 335 – 123 456 pa

CENTRE
:

Welkom 

REQUIREMENTS
:
Grade 12 or equivalent qualification with 5 years experience of which at least 2 years should be relevant. Recommendation: Good communication skills (both verbal and written), a valid Code 08 driver’s licence, and Record Manager’s course.

DUTIES
:
The Chief Registry must ensure effective and accurate record keeping, record keeping ;  reporting to the Senior Admin Officer :Support Services, the successful candidate will be required to perform the following functions: proper maintenance and application of the filing system and proper filing of files , which include the classification , and correct placing of material  in files ;ensuring that all amendments /additions to the filing system are brought to the attention of interested parties; controls the receipts and opening of all post; providing guidance and advice to all staff on the registry matters; maintain the Registry of files opened, the Destruction Register and the Register of authorities; allocating work to sub-ordinates and ensuring that the duties undertaken in the most efficient manner and within the framework of prescribed directives; monitoring of work performance, quality and productivity of staff ; controlling and supervising the registry staff, including personnel assessment; ensuring office disciple; providing continuous evaluation and feedback to management of registry matters.

APPLICATIONS
:
Director:  Lejweleputswa District Office, P/Bag 30, Welkom, 9463.

ENQUIRIES
:
Mr LL Sass, ( (057) 3532901

POST 38/136
:
CHIEF ADMINISTRATION CLERK: FEZILE DABI DISTRICT OFFICE: REFERENCE: 26/2007/16



Section:  Budget

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 or equivalent qualification with 5 years experience. Recommendations: Sound analytical, statistical and problem solving skills. Computer literacy ( MS Excel, MS Word). Knowledge of the PFMA and Treasury Regulations. Relevant experience will serve as a strong motivation. Code 8 Driver’s license.

DUTIES
:
Manage sectional as well as school budgets.  Manage section 21 schools documents.  Capture budgets on the BAS and Excel Program.  Compile expenditure spreadsheets.  Commit all copies of payments, fuel claims, subsidized, S & T’s.  Journalize incorrect transactions on the system.  Safe keeping of monthly expenditure reports. Reconcile BAS reports and commitment register. Effect journals for incorrect allocation of expenditure.

ENQUIRIES
:
Mrs. M.E. Dlamini.  ( (016) 973 9067

APPLICATIONS
:
The Director:  Fezile Dabi District, Department of Education, Private Bag X2007, Sasolburg, 1947.

POST 38/137
:
CHIEF PROVISIONING ADMIN CLERK: FEZILE DABI DISTRICT OFFICE: REFERENCE:  26/2007/17



Section: Demand, Acquisition and Logistics Management Directorate: Sub-Directorate: Logistics Management

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 or equivalent qualification with 5 years experience. Recommendations: At least 3 years experience in logistical administration in aspects of warehousing and transit. Person must be able to work under pressure. Must have good interpersonal skills. 

DUTIES
:
Control over transit-in and transit-out. Co-ordinate deliveries to schools and stock delivered for sections.  Control over deliveries received from Suppliers and the Warehouse. Verify all control files regarding invoices and stock registers.  Complete trip authorizations on weekly basis according to action plans. Compile management plan for the distribution of goods to and users. Compile and submit weekly and monthly reports. Update bin cards and conduct spot checks on regular basis.

ENQUIRIES
:
Mr. H.P. Jaars ( (016) 970 3313

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selbourne Avenue 106, Katleho Building)

POST 38/138
:
PROVISIONING ADMINISTRATION OFFICER:  FEZILE DABI DISTRICT OFFICE:  REFERENCE: 26/2007/18


Section: Asset & Fleet Management 

SALARY
:
R106 335 – 123 456 pa

CENTRE
:
Sasolburg

REQUIREMENTS
:
An appropriate 3 year tertiary or equivalent qualification and 2 years relevant experience. Recommendations: Knowledge of LOGIS system and Procurement Procedures. Certificate in fleet or asset management will be an added advantage.

DUTIES
:
Direct management, asset, book provisioning and fleet management section.  Monitor book deliveries and distribution of books.  Implement and maintain, retrieval of textbooks at schools. Prepare requisitions of textbooks and stationary on yearly basis and submit to Head Office.  Manage and control of worn-out books at schools.  Responsible for the compiling of a yearly stocktaking program and the approval thereof.  Manage the updating of asset registers of all educational institutions.  Responsible for training of stocktaking officials. Responsible for the disposal of all worn-out and obsolete items.  Manage and control GG and subsidized vehicles.  Monitor the expenditure of GG vehicles as per allocated funds. Compile needs analysis and advice management accordingly.

APPLICATIONS
:
The Director, Fezile Dabi District Office, P. Bag X2007, Sasolburg, 1947

ENQUIRIES
:
Mr HP Jaars. ( (016) 970 3313

POST 38/139
:
WORKS INSPECTOR (BUILDING):  INFRASTRUCTURE & PRP DIRECTORATE (2 POSTS)


Section:  Physical Resource Planning

SALARY
:
R85 362 – 99 108 pa 

CENTRE
:
1. Kroonstad:  Reference:  26/2007/19 



2. Bloemfontein:  Reference:  26/2007/20

REQUIREMENTS
:  
Candidates should be in possession of an appropriate recognized 3-year degree or National Diploma or Technical Qualification Certificate (Minimum N5) including Trade Test / Apprenticeship in the building environment disciplines (Building Science, Architecture, Quantity Surveyor, Engineering or Project Management). Recommendation: Professional registration in one of the other building environment disciplines will be an added advantage * A valid drivers’ license * Computer literacy * Knowledge and understanding of Public Finance Management Act * Knowledge and understanding of the Government Procurement System * Good financial and budget skills * Sound analytical and good written and verbal communication skills.  

DUTIES
:
Planning and managing of projects in the building environment * Inspect and exercise quality control on new and existing works in order to ensure progress according to set plans / specifications / prescribed standard * Manage projects, cost estimates, monitor and control the processes of controlling changes in line with allocated budget * Organize and support project meetings and workshops during the project lifecycle * Ensure implementation of procurement activities and supervise procurement administration in terms of Government policies * Manage and assist with the compilation of project documentation to support project processes * Identify, suggest and implement corrective actions to improve quality * Manage and engage in multidisciplinary construction teams regarding the construction or maintenance of facilities. 

ENQUIRIES
:
Mr. JWJ Nortman, Tel 056 2121981 (Kroonstad)



Mr. DB Mokoena, Tel 051 4471085 (Bloemfontein)

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/140
:
LIBRARIAN: e- EDUCATION DIRECTORATE (2 POSTS) REFERENCE: 26/2007/21


Section: Cataloguing, Classification and Procurement: ELITS & LR sub directorate

SALARY
:
R85 362 – 99 108 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate 3 year tertiary or equivalent qualification. (a Degree or Diploma in Library and Information Science) Recommendations: Three years experience in cataloguing and classification. Knowledge of cataloguing tools ,i.e. AACR2, DDC 21, LC Subject Headings. Advanced computer literacy skills. Knowledge of Electronic Library and Information System, e.g. PALS. Competency in library skills (cataloguing, classification, DDC, indexing of Subject Headings and AACR2) management and administration of libraries, online information services, computerised library administration (PALS), planning and budgeting, problem solving skills. Willingness to work for long hours and under pressure as needs arise will serve as an additional recommendation. Experience in using different computer programmes viz: Microsoft Word and Excel

DUTIES
:
The successful candidate will be responsible to support the schools towards establishing functioning school libraries or media centres through the following duties: Facilitate the process of acquiring learning resources for schools to support curriculum delivery. Catalogue and Classify acquired resources for schools according to set standards and guidelines. Assist with maintenance of the catalogue and control the quality of catalogue records. Ensure that the stock acquired by the Provincial Office is processed to support the schools in ensuring the effective and easy retrieval of materials as well as effective stock control. Ensure that the stock is delivered to schools in time to support curriculum delivery. Liaise with publishers, districts and the Media Learning Facilitators at all times to keep them abreast with latest developments regarding the implementation of the curriculum and the implications of this to learning resources.

ENQUIRIES
:
Ms Z Gxwati ( (051) 447 3411

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/141
:
SENIOR SECURITY OFFICER:  SECURITY MANAGEMENT (INCLUDING ANTI- FRAUD & CORRUPTION) DIRECTORATE (2 POSTS)



Section:  Physical Security

SALARY
:
R85 362 – 99 108 pa

CENTERE
:
1. Bloemfontein:  Reference: 26/2007/22



2. Phuthadjichaba:  Reference: 26/2007/23

REQUIREMENTS
:
Grade 12 or equivalent qualification as well as at least 2 years experience. Recommendation: SAPS and Defence force experience will be added as advantage. Relevant and extensive experience. Communication skills (written and verbal).

DUTIES
:
Function in a Permanent Supervisory capacity over security officers and security guards. Implement, organise, co-ordinate and control security matters  on his/her shift at different buildings and offices. Shift leaders duties.  Admin duties.  To render security services according to the Act on access control and regulations and Policies of the department. To ensure a safe work environment. To execute admission control by positive identification of Employees and visitors. Visiting of points and patrolling of premises.  Disaster Management.  Prepared to work shifts.

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

ENQUIRIES
:
Mr TSA Setlalenkoa ( (051) 4044351 or  Mr DJ van Loggerenberg ( (051) 4044313/5

POST 38/142
:
SECRETARY TO CHIEF DIRECTOR:  INFRASTRUCTURE & PRP DIRECTORATE: REFERENCE:  26/2007/24

SALARY
:
R68 955 – 80 058 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification plus 2 years experience. 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. Note: Please note that applicants may be subjected to practical testing.

DUTIES
:
Manage diary of the Chief 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 Chief Director.  Arrange refreshments during meetings.  Communicate with internal and external stakeholders to schedule appointments and visits, make enquiries etc.  Manage personnel files for the Chief Directorate.  Send leave forms to HR. Handle confidential Information as well as any other tasks linked to the office of the Chief Director.

ENQUIRIES
:
Ms A van Heerden ( (051) 404 4267

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 38/143
:
LIBRARY ASSISTANT: E-EDUCATION DIRECTORATE: REFERENCE:  26/2007/25


:
Section:   ELITS & LR Sub directorate

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with 2 years experience in library service and computer literacy. Recommendations: Diploma in Library / Information Science will serve an added advantage. Experience in working in a library environment, understanding of Batho Pele principles. Self driven with a positive attitude and willingness to learn. Keeping statistics and time management skills. Planning and organizing skills. Communication skills (verbal, listening and written). Loyal, responsible and dedicated to achieve intended objectives. Self control and self motivated. Willingness to work under pressure and for long hours will serve an added advantage.

DUTIES
:
To support the schools towards establishing functioning school libraries or media centres by assisting with manual processing, packing, unpacking, sorting of multi-media resources and ensuring efficient dispatching thereof.  Collate Media LF’s lists by supplier into district order list. Receive deliveries from publishers. Verify deliveries. Submit invoices to the LOGIS clerk for payment. Unpack deliveries from publishers and suppliers. Arrange unprocessed stock according to publishers on the shelves. Physical / manual processing of stock e.g. pasting bar codes, date slips, spine labels and book pockets. Arrange processed stock according publishers. Label the boxes according to schools. Pack processed stock according to the list of schools onto boxes. Include a dispatch list in each box per school. Keep a record of all dispatch lists. Ensure that the dispatch lists are signed for by each Media. Communicate with publishers and suppliers of multi-media resources at all times to keep them abreast with latest development.  Any other adhoc activities that may be assigned by supervisors.

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

ENQUIRIES
:
Ms Z Gxwati ( (051) 404 8184

POSTS 38/144
:
HUMAN RESOURCE OFFICER: HRM: (2 POSTS) REFERENCE 26/2007/26



Section:  Performance Management

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Bloemfontein.

REQUIREMENTS
:
Grade 12 or equivalent qualification plus 2 years experience as well as a valid driver’s license. Recommendations: Knowledge of the PMDS system for Public Service Act employees level 1-12 and Office Based Educators.  Computer literacy: MS EXCELL, Ms Word, PERSAL.

DUTIES
:
The implementation of PMDS Office based and Public Service Act employees level 1-12. The implementation of IQMS.

ENQUIRIES
:
Ms A Rudman  ( (051) 404 4223

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/145
:
HUMAN RESOURCE OFFICER: LEJWELEPUTSWA DISTRICT OFFICE: REFERENCE:  26/2007/27



Section: HRM Directorate: Conditions of Service Sub directorate: Pension Section

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Welkom

REQUIREMENTS
:
Grade 12 or equivalent qualification plus 2 years experience. Recommendations: Thorough knowledge of Leave Policy, Pension Act, Public Service Act and Public Service Regulation. Human Resources related experience and Knowledge of PERSAL System. Computer Literate in MS-Word, MS-Excel, Power Point & e-mail. A valid driver’s license. Good writing and verbal skills

DUTIES
:
Responsible for the following functions: Control and manage of all leave related matters; Control and manage of all pensions related matters; Supervision of officials in leaves and pension sections; Writing/typing of reports and submissions; Evaluation of officials in section; Compiling of summaries on weekly, monthly and quarterly reports; Knowledge of Leave and Pension matters.  Dealing with all enquiries from districts and the public regarding leave, and pensions.

ENQUIRIES
:
Mr L.L Sass, (057) 3532901

APPLICATIONS
:
Director: Lejweleputswa District Office, P Bag X 30, Welkom, 9460

POST 38/146
:
HUMAN RESOURCE OFFICER: LEJWELEPUTSWA DISTRICT OFFICE: REFERENCE: 26/2007/28



Section: Leave

SALARY
:
R58 290 – 67 668 pa

CENTRE
:
Welkom

REQUIREMENTS

Grade12 or equivalent qualification plus 2 years experience. Recommendation: Computer Literacy, Knowledge of PERSAL System. Drivers License.

DUTIES
:
Processing of Leave forms and calculation of Leave Gratuities. Implement leave form on the PERSAL system. Report writing

ENQUIRIES
:
Mr L.L Sass, ( (057) 3532901

APPLICATIONS
:
Director: Lejweleputswa District Office, P Bag X 30, Welkom, 9460

POST 38/147
:
SENIOR HOUSEHOLD SUPERVISOR: THABO MOFUTSANYANA DISTRICT: REFERENCE: 26/2007/29



Section: Hostel:  Thiboloha Special School

SALARY
:
R58 290 – 67 668 pa
CENTRE
:
Witsieshoek

REQUIREMENTS

Grade 12 or equivalent qualification Compulsory to stay in the hostel Recommendation: Appropriate experience and potential will be a recommendation.

DUTIES
:
Supervision and control of  learners;  responsible for the organization and efficient functioning of all divisions; requesting receipts; storing and judicious issuing of stock; keeping and control of  records and registers; organize social meetings and assist management.

ENQUIRIES
:
Ms MA Steyn ( (058) 713 0048

APPLICATIONS
:
The Principal, Thiboloha Special School, 98 Motebang Street, Witsieshoek 9866 (Next to Riverside Location

POST 38/148
:
HUMAN RESOURCE OFFICER: MOTHEO DISTRICT OFFICE: REFERENCE: 26/2007/41


Section Pensions and Injury on Duty

SALARY
:
R58 290 – 67 668 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification plus 2 years experience. Drivers license. Recommendations: Verbal communication. Good Interpersonal Relations. Computer Literacy

DUTIES
:
Administration of Pensions and Injury on Duty related matters. Reporting on the above

ENQUIRIES
:
Mr. S Segalo ( (051) 404 4712

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

POST 38/149
:
PROVISIONING ADMINISTRATION CLERK: LEJWELEPUTSWA DISTRICT OFFICE: REFERENCE:  26/2007/30



Section: Payments: Procurement 

SALARY
:
R49 665 – 57 663 pa 

CENTRE
:
Welkom

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: Accounting as a passed grade 12 subject. Computer Literacy Knowledge of PFMA and Supplier Chain Management (SCM) Knowledge of record keeping. Problem solving skills. Be able to work under pressure. Drivers license

DUTIES
:
Receipt, Verification and Processing of Payments for now Section 21 Schools and District Office.  To  process payments to Suppliers. Keeping of records. Handle queries related to payments.  Handle other administrative duties as required

APPLICATIONS
:
The District Director, Lejweleputswa District Office, P Bag X30, Welkom, 9460

ENQUIRIES
:
Mrs L Motitimi, ( (057) 353 2901

POST 38/150
:
PROVISIONING ADMINISTRATION CLERK: LEJWELEPUTSWA DISTRICT OFFICE:  REFERENCE:  26/2007/31


Section: Procurements: Orders

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Welkom

REQUIREMENTS
:
Grade 12 or equivalent qualification Recommendations: Knowledge of PFMA, LOGIS and Supply Chain.  Management. Knowledge of record keeping.  Problem solving skills. Be able to work under pressure.  Driver’s license.

DUTIES
:
Prepare and Capture Orders for Non Section 21 Schools and Office on BAS. Follow up of placed orders. Advice schools when drafting budgets. Filling of completed memo’s requisitions

ENQUIRIES
:
Mrs L. Motitimi, ( (057) 353 2901

APPLICATIONS
:
The District Director, Lejweleputswa District Office, P Bag X 30, Welkom, 9460

POST 38/151
:
PROVISIONING ADMINISTRATION CLERK: LEJWELEPUTSWA DISTRICT OFFICE:  REFERENCE: 26/2007/32



Section:  Asset Management Section

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Welkom

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: Knowledge and experience regarding sound asset management Knowledge of Public Finance Management Act Treasure Regulation.  Sound communication and report writing skill Valid drivers license. Computer literacy.  Knowledge of LOGIS Good interpersonal skills and human relations.  

DUTIES
:
Monitoring of sound asset management at all education institutions Compile weekly and quarterly reports.  Training of principals regarding sound asset management.  Investigation of discrepancies Correct marking and numbering of departmental assets.  Transfer of furniture from closed farm schools

ENQUIRIES
:
Mrs L. Motitimi, (057) 353 2901

APPLICATIONS
:
The District Director, Lejweleputswa District Office, P Bag X 30, Welkom, 9460

POST 38/152
:
ADMINISTRATIVE CLERK:  CHIEF DIRECTORATE FET COLLEGES AND ABET:  REFERENCE:  26/2007/33

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein: 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Computer Literacy Knowledge of LOGIS and PAS Recommendations: Ability to work under pressure. Good verbal and written communication skills. Have good interpersonal / human relation skills and posses the ability to communicate freely with other employees, the general public clients

DUTIES
:
Key Responsibility: Responsible for general contract administration (rentals) and keep record. Timeous arranging of contracts. Execution of LOGIS functions, requisition capturing, make enquiries and follow up. Receiving of stock and keeping proper records thereof. Assist with stock-taking and quarterly updates of asset. Typing of memos, submission, letters etc and made follow up of submissions. Register in the Chief Directorate, in consultation with Stock-taking. Co-ordinator for Professional Staff in the Chief Directorate (render administrative support to the CES and DCES’s) i.e  responsibility for typing and general office duties – photocopy, fax, telephone, request for quotations, facilitate preparation of documents and reports for meetings and taking of minutes. Facilitate preparation of documents and reports for meetings and taking minutes. Completion of reports with respect to telephone accounts, quotation register and LOGIS.

ENQUIRIES
:
Mrs MD Mahumapelo Tel No: 051 404 8609
APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/153
:
TYPIST: CHIEF DIRECTORATE FET COLLEGES AND ABET: REFERENCE: 26/2007/34

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein: 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Computer Literacy. Recommendations: Ability to work under pressure.  Good verbal and written communication skills. Have good interpersonal / human relation skills and posses the ability to communicate freely with other employees, the general public clients. Note: Candidates will be subjected to practical testing

DUTIES
:
Key Responsibility: Responsible for general Typing work within the Directorate and keep record keeping.  Timeous arranging of  incoming typing. Typing of memos, submission, letters etc and made follow up of submissions.  Receiving of stock and keeping proper records thereof. Register in the Chief Directorate, in consultation with Stock-taking.  Co-ordinator for Professional Staff in the Chief Directorate (render administrative support to the CES and DCES’s) i.e.  responsibility for typing and general office duties – photocopy, fax, telephone, request for quotations, facilitate preparation of documents and reports for meetings and taking of minutes. Facilitate preparation of documents and reports for meetings and taking minutes.  Completion of reports with respect to telephone accounts, quotation register and LOGIS.

ENQUIRIES
:
Mrs MD Mahumapelo, Tel No: 051 404 8609     

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/154
:
ADMINISTRATION CLERK: O & HRD DIRECTORATE:  REFERENCE:  26/2007/35


Section:  ALBSS: Support Services

SALARY
:
R49 665 – 57 663 pa 

CENTRE
:
Bloemfontein.

REQUIREMENTS
:
Grade 12 or equivalent qualification, Valid Driver’s Licence (Code EB) Recommendations: Computer Literacy.  Applicable experience. Good verbal and written communication skills. Good administrative, organisational and general office management skills. Good interpersonal relations.

DUTIES
:
Handle procurement related issues in accordance with BAS & LOGIS.  Maintain inventory and control registers. Type letters, reports and presentations for the section. Maintain effective record-keeping. General Office work. Processing of Subsistence & Travelling Allowance Claims. Other administrative duties as may be required.

ENQUIRIES
:
Mr CJ Visagie ( (051) 404 9524

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/155
:
ACCOUNTING CLERK: MANAGEMENT ACCOUNTING DIRECTORATE: REFERENCE: 26/2007/ 36



Section:  Budget Administration

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with accounting as a fully passed grade 12 subject.

DUTIES
:
To request and distribute monthly expenditure reports.  Assist in capturing of budget on BAS. Filing of all budget related correspondence.

ENQUIRIES
:
Mr JP Faure, ( (051) 404 8210

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/156
:
ADMIN CLERK: INFRASTRUCTURE & PRP DIRECTORATE: REFERENCE: 26/2007/37



Section:  Public Private Partnership & Physical Resource Planning

SALARY
:
R49 665 – 57 663 pa

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. Healthy interpersonal and human relationships.  Ability to organise workshops and seminars.

DUTIES
:
Assist with the drafting, updating and keeping of priority lists for Education Physical facilities for the provisioning of Capital Projects by Public Works, Roads and Transport. Manage the office of the Physical Planners in respect of (1) making and answering telephone calls (2) keeping diary for appointments (3) open incoming correspondence and distribute to relevant personnel (4) complete itineraries, subsistence and transport claims (5) arrange for Government Transport and flight tickets (6) do the daily typing work and updating of data and reports (7) Assisting in compiling monthly, quarterly and annual review reports (8) filing (9) capturing and compiling data e.g. infrastructure plan / MTEF projects (10) arrange catering for monthly meetings and taking minutes. Assist in the compilation and management of the sectional budget.

ENQUIRIES
:
Mr. JP Kaphe ( (051) 404 9283

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/157
:
REGISTRATION CLERK: PHYSICAL RESOURCE PLANNING: REFERENCE: 26/2007/38



Section:  Kroonstad Regional Office

SALARY
:
R49 665 – 57 663 pa

CENTRE
:  
Kroonstad

REQUIREMENTS
:  
Grade 12 or equivalent qualification. Recommendation: Keen interest in general administrative duties related to technical matters in the building industry.  Valid driver’s license.  Computer literacy.  Knowledge and understanding of record management and filing system.  Sound analytical and good written and verbal communication skills.  Ability to function within strict timeframes and towards specific targets. 

DUTIES
:
Work as administrative support within the Projects and maintenance section, dealing with large numbers of building services and projects while responding and answering to various Professionals within the technical component as well as to the contractors, schools and consultants.  Keep project sub-files to date for managers, so-ordinate and keep registers of incoming and outgoing correspondence.  General typing including report writing, sending and collection of faxes and controlling stock.  Do follow-ups on all services done at schools and reporting on a weekly basis to Chief Clerk and inspectors. 

ENQUIRIES
:
Mr. JWJ Nortman, ( (056) 212 1981

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/158
:
ADMINISTRATIVE CLERK EXAMINATIONS AND ASSESSMENT DIRECTORATE: REFERENCE: 26/2007/39

SALARY
:
R49 665 – 57 663 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: Sound computing skills. Good interpersonal relations. Potential, good communication skills will be added advantage.

DUTIES
:
Handling of data on computer system.  Communication with internal and external stakeholders. Perform general routine administrative duties. Render support services.  

ENQUIRIES
:
Mr P Jafta, ( (051) 404 8318

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/159
:
ADMINISTRATION CLERK: INSTITUTIONAL DEVELOPMENT MANAGEMENT AND GOVERNANCE DIRECTORATE:  REFERENCE:  26/2007/40



Section:  Motheo Education Resource Centre

SALARY
:
R49 665 – 57 663 pa 

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification. A valid code 08 driver’s licence is essential. (Attach certified copy). Recommendations : Good communication skills, coupled with sound knowledge of Windows Operating Systems and MS Office packages. Excellent administrative, organizational and general office management skills. Good inter-personal skills.

DUTIES
:
Communication with internal and external stakeholders. The LOGIS system and all procurement issues. Financial matters.  General office administration, including faxing, photo-copying, filing and telephone accounts. General office assistance when needed. Transport (government and subsidised). Subsistence and travel claims

ENQUIRIES
:
Mr PP Mollo, ( 051 406 6932
APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Ave. 106, Katleho Building)

POST 38/160
:
TYPIST: MOTHEO DISTRICT OFFICE (2 POSTS): REFERENCE: 26/2007/42

SALARY
:
R49 665 – 57 663 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as fully passed subject/computer literacy. Note: Candidates will be subjected to practical testing.

DUTIES
:
Type letters, reports, submissions etc. for the district office and perform basic secretarial functions.  It will be expected to relief support staff in typing duties.

ENQUIRIES
:
Ms MS Phoshoane ( (051) 404 4716

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

POST 38/161
:
TYPIST: XHARIEP DISTRICT OFFICE: REFERENCE: 26/2007/43


Section:  Hr Management & Auxiliary Services Sub Directorate

SALARY
:
R49 665 – R57 663 pa

CENTRE
:
Short Term: Bloemfontein. Long Term: Tromps burg.

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as fully passed subject/computer literacy. Recommendation: Appropriate experience, potential and good communication skills as well as high level of computer literacy, valid drivers’ license, preparedness to work extra hours, good administrative, organizational and general office management skills. Note: Candidates will be subjected to practical testing.

DUTIES
:
Type letters, reports, and submissions for the District Office and perform basic secretarial functions. The incumbent will also be expected to relief support staff in typing duties.

ENQUIRIES
:
Mr. AT Molatole, ( 051-4044834.

APPLICATIONS
:
Director: Xhariep District, Private Bag X20513, Bloemfontein, 9300

POST 38/162
:
ADMINISTRATION CLERK: FEZILE DABI DISTRICT OFFICE: REFERENCE: 26/2007/44



Section:  Transport 

SALARY
:
R49 665 – R57 663.00 pa
CENTRE
:
Sasolburg
REQUIREMENTS
:
Grade 12 Certificate or equivalent qualifications. Recommendation: Driver’s licence. Computer literate will serve as a recommendation.
DUTIES
:
Keep departmental transport policies up to date. Monitoring of departmental vehicles.  Controlling requests for trip authorizations from personnel. Controlling accidents reports of departmental vehicles. Serving departmental vehicles as per Transport Policy. Controlling petrol claims of personnel. Controlling log sheets of personnel.

ENQUIRIES
:
Mr BM Tshabalala  ( (016) 973 9052

APPLICATIONS
:
The Director Fezile Dabi District, Department of Education, Private Bag X2007, Sasolburg, 1947

POST 38/163
:
TYPIST: THABO MOFUTSANYANA DISTRICT OFFICE: REFERENCE: 26/2007/45
SALARY
:
R49 665 – R57 663 pa 

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as fully passed subject/computer literacy. Recommendation: Appropriate experience, potential and good communication skills as well as high computer literacy. Ability and knowledge of effective customer service. Ability to handle confidential documents. Note: Candidates will be subjected to practical testing.

DUTIES
:
Type letters, reports, submissions etc. for the District office and perform basic secretarial functions. It will be expected to relief support staff in typing duties.

ENQUIRIES
:
Mr TB Tau, ( (058) 718 4750

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

POST 38/164
:
PROVISIONING ADMINISTRATION CLERK: THABO MOFUTSANYANA DISTRICT OFFICE POST (2 POSTS): REFERENCE: 26/2007/46



Section:  DALM

SALARY
:
R49 665 – R57 663 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade 12 or equivalent qualification.  Valid drivers license. Recommendations: Computer Skills, communication skills, interpersonal skills, ability to work under pressure as well as potential.

DUTIES
:
Implementation of procurement services at the district, implementation of the quotation and bidding system, record keeping, handling of enquiries, reporting and the implantation of Batho Pele Principles

ENQUIRIES
:
Mr MP Mlaba, ( (058) 718 4750

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

POST 38/165
:
ADMINISTRATION CLERK: THABO MOFUTSANYANA DISTRICT: REFERENCE 26/2007/47



Section: Transport

SALARY
:
R49 665 – R57 663 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification, Valid drivers license (Code 8 / EB). Recommendation: Computer literacy, Good interpersonal skills, report writing skills, Availability to drive when required, availability to work after working hours, ability to work under pressure 

DUTIES
:
Processing of new applications for subsidized vehicles. Log sheets administration. Fuel allowance, insurance and maintenance claims. Compile statistics and reports. Reporting of misuse, accidents, abnormal fuel consumptions, excessive kilometres travelled or unauthorized use of GG vehicles. Availing transport related forms. Handle enquiries. Assist the transport control officer with the management of GG Vehicles at the district. Uphold Batho Pele Principles. Filing and proper recordkeeping. Conduct subsidies as well as GG vehicles inspections.

ENQUIRIES
:
Mr MJ Motsamai ( (058) 718 4743

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

POST 38/166
:
ACCOUNTING CLERK: THABO MOFUTSANYANA DISTRICT: REFERENCE: 26/2007/48



Section: Expenditure

SALARY
:
R46 200 – R53 640 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade 12 or equivalent qualification with accounting as a fully passed subject. Recommendations: Valid driver’s license and computer literate

DUTIES
:
To process monthly water and electricity accounts. Monitor consumption pattern of each school and compile an expenditure report. Process payment of telephone accounts. Payroll administration

ENQUIRIES
:
Mr MA Mooko ( (058) 718 4752

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

POST 38/167
:
REGISTRY CLERK: THABO MOFUTSANYANA DISTRICT OFFICE: REFERENCE: 26/2007/49

SALARY
:
R46 200 – R53 640 pa

CENTRE
:
Phuthaditjhaba

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: A valid driver’s license and computer knowledge. Ability and knowledge of effective customer service. Ability to handle confidential documents.
DUTIES
:
Opening of all post; draw files and book out in Register; receive files and book them back in Register; handle all files and documents according to Registry procedures; file documents; manage pending system; keep register of all files on route; do follow-ups on route registers; trace missing files; keep registers and shelves neat; draw personnel record cards and update such records; help with duties of person on leave; control and manage franking and fax machines; handle and manage incoming and outgoing post/ post register; handle distribution of post/ documents to relevant officials; handle and manage personal files of all District office.

ENQUIRIES
:
Mr TB Tau, ( (058) 718 4750

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

POST 38/168
:
DRIVER/MESSENGER: (2 POSTS)



1. Thabo Mofutsanyana District Office:  Reference:  26/2007/50



2.  Fezile Dabi District Office: Reference:  26/2007/51

SALARY
:
R38 610 – 43 062 pa 

CENTRE
:
1.Phuthaditjhaba



2. Sasolburg

REQUIREMENTS
:
ABET or Grade 10 – 12 qualification and a valid code EC1 drivers license

DUTIES
:
Maintain effective route for delivery of mail and articles between sections, registry office and service points (Satellite Offices) and Head Office

ENQUIRIES
:
1. Mr Tau TB, (058 718 4750



2. Mr. B.M. Tshabalala, ( (016) 973  9052

APPLICATIONS
:
1. The Director, Thabo Mofutsanyana District Office, Private Bag X817, Witsieshoek,9870



2. The Director, Fezile Dabi District Office, Private Bag X2007, Sasolburg 9570

POST 38/169
:
CLEANER: MOTHEO DISTRICT OFFICE: REFERENCE: 26/2007/52
SALARY
:
R38 610 – 43 062 pa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
ABET or Grade 10-12 qualifications.

DUTIES
:
Provide cleaning services outside & inside the buildings. Assist with offloading of goods.

ENQUIRIES
:
Ms MS Phoshoane, ( (051) 404 4716

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

POST 38/170
:
HOUSEHOLD AID: MOTHEO DISTRICT: REFERENCE: 26/2007/53


Section: Pholoho Special School

SALARY
:
R38 610 – 43 062 pa

CENTRE
:
Pholoho Special School
REQUIREMENTS
:
ABET Qualification Note NB: Must be prepared to work night shifts

DUTIES
:
Tending children. Cleaning of residence, boarding houses, institutions, by washing, polishing, vacuum cleaning, sweeping and the removing of refuse.  Wash dry and iron linen and clothes; prepare food, serve food and wash dishes; perform small maintenance tasks. 

ENQUIRIES
:
Mr J vd Berg, ( (051) 432 4024

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

POST 38/171
:
DRIVER/MESSENGER: MOTHEO DISTRICT: (2 POSTS) REFERENCE: 26/2007/54


Section:  Pholoho Special School

SALARY
:
R38 610 – 43 062 pa 

CENTRE
:
Pholoho Special School

REQUIREMENTS
:
ABET or Grade 10 – 12 qualification and a valid code EC1 drivers License Recommendations: Previous experience.  Live near to school

DUTIES
:
Maintain effective route for collecting and dropping off of learners in the mornings and afternoons.  Transport of staff to homes of learners for home visits. Taking learners to sport, and other, activities out of town and sleeping over on such occasions. Delivery of mail and articles between sections and District Office

ENQUIRIES
:
Mr J vd Berg, ( (051) 432 4024

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

DEPARTMENT OF HEALTH
CLOSING DATE
:
12 October 2007

OTHER POSTS

POST 38/172
:
CHIEF PROFESSIONAL NURSE REF. H/P/320
SALARY
:
R132 054 . per annum
CENTRE
:
Xhariep District (Mobile Units – Zastron)
REQUIREMENTS
:
Diploma in General Nursing, Midwife and Community Services. Current proof of registration at the South African Nursing Council. Driver’s license. Recommendations* Appropriate experience.*Good interpersonal skills and communication skills.
DUTIES
:
Supervision and support of the comprehensive health care service at the clinical level.*Ensure effective management and best practice and implementation of Batho Pele Principles.*Willing to take initiative to implement and support health policies and primary health care programs.
ENQUIRIES
:
Me F.M. MacKay Tel. No. (051) 6731816
APPLICATIONS
:
The District Manager Xhariep District Private Bag X20710 BLOEMFONTEIN 9300
FOR ATTENTION
:
Mr T.S. Monatisa
POST 38/173
:
CHIEF PROFESSIONAL NURSE REF. NO H/P/321
SALARY
:
R132 054 .per annum
CENTRE
:
National District Hospital, Bloemfontein
REQUIREMENTS
:
Registration with the South African Nursing Council.*Chief Professional Nurse and Forensic Nursing trained. Recommendations:*Relevant experience.*Valid driver’s license.
DUTIES
:
To deliver a full forensic service to clients of National District Hospital.*Implementation of different programs.*Monitor the HIV/AIDS comprehensive care plan in the unit. To manage the implementation of financial and resource plan in the unit.*To supervise the skills development program.
ENQUIRIES
:
Me L.M. Mayeng Tel. (051) 4039601
APPLICATIONS
:
The Chief Executive Officer National District Hospital Private Bag X20598 BLOEMFONTEIN 9300
FOR ATTENTION
:
Me P. Mehlwana
POST 38/174
:
CHIEF PROFESSIONAL NURSE REF. NO H/P/317
SALARY
:
R132 054. per annum

CENTRE
:
Dr J.S. Moroka District Hospital

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.*Extensive experience as Senior Professional Nurse. Recommendations:*Ability to work under pressure.*Be prepared to long work hours.*Good communication skills, commitment and dedication.

DUTIES
:
Adherence to the Batho Pele Principles and the Patients’ Rights Charter in the rendering of quality nursing care.*Identify needs, formulate, implement and monitoring programmes to ensure the rendering of quality patient care.*Utilize, empower and control and supervise personnel to ensure safe and quality patient care. Implement administrative functions and manage resources to ensure smooth running of the unit.*Supervision and monitor performance and development of nursing personnel.*Ensure discipline procedures are implemented.*Cost centre management.

ENQUIRIES
:
Me C.A.M. Tsimatsima Tel. No. (051) 8739966

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

FOR ATTENTION
:
Mr G.J. Molokoane

POST 38/175
:
PRINCIPAL DIETICIAN REF H/D/10
SALARY
:
R132 054. per annum

CENTRE
:
Dihlabeng Regional Hospital, Bethlehem

REQUIREMENTS
:
B.Sc Dietetics.*Registration with the Health Professions Council of South Africa as Dietician. Recommendations Extensive appropriate experience as Senior Dietician.

DUTIES
:
Integrated Nutrition Program Key Performance Areas.

ENQUIRIES
:
Dr M. de Beer Tel. No. (058) 3035331

APPLICATIONS
:
The Chief Executive Officer Dihlabeng Regional Hospital Private Bag X3 BETHLEHEM 9700

FOR ATTENTION
:
Me T. Harris

POST 38/176
:
CHIEF PROFESSIONAL NURSE (IN-CHARGE OF CLINIC) REF: H/P/247
SALARY
:
R132 054. per annum

CENTRE
:
Lejweleputswa District:  Kamohelo Clinic, Winburg

REQUIREMENTS
:
Current registration with the South African Nursing Council as General Nurse and Midwife.*Extensive experience in Primary Health Care.*Valid driver’s license.

DUTIES
:
Oversee the rendering of all health services (Primary Health Care Core package).*Management of resources.*Co-ordinate participation amongst stake holders.

ENQUIRIES
:
Me D. Dumako Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me D. Dumako

POST 38/177
:
CHIEF PROFESSIONAL NURSE REF. NO.:  H/P/300
SALARY
:
R132 054. per annum

CENTRE
:
Standard Compliance Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
Registration with the South African Nursing Council.*Diploma in General Nursing, Midwifery, Psychiatric, Community Nursing.*Appropriate experience in Quality Assurance.*Computer literacy.*A valid driver’s license and must be willing to travel. Recommendations Presentation skills.*Project Management.*Good interpersonal relations.

DUTIES
:
Support and monitor Implementation of Quality Assurance Strategy including accreditation by COHSASA.*Support annual licensing and new applications for private institutions. Support Implementation of Risk Management policy.

ENQUIRIES
:
Me E. Mokhethi Tel. No. (051) 4081834

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

FOR ATTENTION
:
Mr M.J. Mokgampanyane

POST 38/178
:
CHIEF PROFESSIONAL NURSE REF. H/P/302
SALARY
:
R132 054. per annum

CENTRE
:
Case Management: Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Computer literacy.*Ability to work without supervision.*Must have good health and minimal absenteeism.*Must be bilingual and be able to maintain sound human relations.*Must be able to work under pressure and be very diplomatic with difficult clients. Recommendations: Practical knowledge of Meditech, UPFS and ICS 10 coding.

DUTIES
:
Work as Case Manager in obtaining pre-authorization from Medical Schemes and maintaining daily updates as necessary.*Constantly liaises with Revenue personnel regarding billing and coding, etc.*Forty hour work week and as per workload.*Rotate in discharge office and in Annex.*Do ICD 10 coding, control route charts and handle queries.

ENQUIRIES
:
Ms S.B. Meyer Tel. No. (051) 4053464

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

FOR ATTENTION
:
Ms B. Meyer

POST 38/179
:
CHIEF PROFESSIONAL NURSE (3 POSTS) REF. NO.H/P/303
SALARY
:
R132 054 per annum

CENTRE
:
Critical Care: Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Current registration with the South African Nursing Council as a Midwife.*Appropriate experience as a Professional Nurse.*Candidates from outside Universitas Academic Hospital will be preferred.*Previous experience working in ICU, Neonatal ICU or Paediatric/Nephrology Care. Recommendations:*Good personal relations.*Qualifications in Intensive Care, Neonatal or Paediatric Care.*Drive, commitment and hard work.

DUTIES
:
Initiate and implement nursing care regimens.*Initiate, monitor and sustain quality improvement projects in his/her section.*Supervise colleagues and nursing support groups.

ENQUIRIES
:
Me M.A. Mabandla Tel. No. (051) 4053415/7

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

FOR ATTENTION
:
Me M.A. Mabandla

POST 38/180
:
CHIEF PROFESSIONAL NURSE (UNIT MANAGER) REF. H/P/304
SALARY
:
R132 054. per annum

CENTRE
:
Neonatal:  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Current registration with the South African Nursing Council as a Midwife. Extensive experience working in Neonatal, Paediatric ICU or related ICU care.*Previous exposure in management of a unit. Recommendations:*Must be self-driven and committed to achieve results.*Qualification in Health Care Management.*Neonatal, Paediatric or other related ICU qualification.

DUTIES
:
Initiate and implement nursing care standards.*Initiate, monitor and sustain quality improvement projects in his/her section.*Manage human and other resources efficiently.*Staff performance management.

ENQUIRIES
:
Me M.A. Mabandla Tel. No. (051) 4053415/7

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

FOR ATTENTION
:
Me M.A. Mabandla)

POST 38/181
:
CHIEF PROFESSIONAL NURSE REF. NO.:  H/P/305
SALARY
:
R132 054. per annum

CENTRE
:
Staff Health Clinic: Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Registered with the South African Nursing Council.*Diploma in General Nursing and Midwifery.*A qualification in Occupational Health Nursing. Recommendations* Occupational Health Nursing Diploma/ Primary Health Care.*Knowledge of the EDL.

DUTIES
:
Effectively run the Occupational Health Clinic.*Conduct in-training to staff. Formulate and review policies related to Occupational Health.*Maintain accurate clinical statistics in relation to Injury of Duties, chronic patients, acute and minor ailments, etc.

ENQUIRIES
:
Me M.A. Mabandla Tel. No. (051) 4053415/7

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

FOR ATTENTION
:
Me M.A. Mabandla

POST 38/182
:
CHIEF PROFESSIONAL NURSE REF. H/P/306
SALARY
:
R132 054. per annum

CENTRE
:
Dr J.S. Moroka District Hospital

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.*Extensive experience as Senior Professional Nurse. Recommendations:*Ability to work under pressure.*Be prepared to work long hours.*Good communication skills, commitment and dedication.

DUTIES
:
Adherence to the Batho Pele Principles and the Patients’ Rights Charter in the rendering of quality nursing care.*Identify needs, formulate, implement and monitoring programmes to ensure the rendering of quality patient care.*Utilize, empower and control and supervise personnel to ensure safe and quality patient care.*Implement administrative functions and manage resources to ensure smooth running of the unit.*Supervision and monitor performance and development of nursing personnel.*Ensure discipline procedures are implemented.*Cost centre management.

ENQUIRIES
:
Me C.A.M. Tsimatsima Tel. No. (051) 8739966

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

FOR ATTENTION
:
Mr G.J. Molokoane)

POST38/183
:
ARTISAN SUPERINTENDENT (AIR-CONDITIONING AND ELECTRICAL) REF. H/A/201

SALARY
:
R132 054. per annum

CENTRE
:
Technical Services:  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
A completed apprenticeship as electrician and air-conditioning person and proof of passing a trade test in terms of the provisions of Section 13(2) of the Manpower Training Act, 1981 as amended or a certificate issued under the provisions of section 28 and 30 of the Manpower Training Act, 1981 as amended or a certificate issued under the repealed section 27 of the Act referred to.*S1/ T1/ N5 or equivalent. Recommendations:*Appropriate experience in electrical and air-conditioning environment. Self starter who is both flexible and adaptable to a changing work environment.*Knowledge of Occupational Health and Safety.*Strong leadership and management ability.*Ability to communicate effectively at operational levels.*Proven ability to manage people.*Must be computer literate.*Valid driver’s license.*Extensive experience in air-conditioning system, including repairs, new installations and maintenance in general.*Must possess fault finding skills, and be able to resolve any air-conditioning and electrical problems.

DUTIES
:
Supervise equipment, tools and machinery generally used in a technical maintenance environment within the complex.*Manage repairs and maintenance costs.*Ensure that the elimination of consumable waste and identify alternative uses of excess material.*Liaise with the Department of Public Works, for expertise and assistance.*Supervise preventative electrical, air-conditioning and other relevant maintenance services in the infrastructure and equipment of the hospital complex.*Work in close association with the artisan foreman of the surrounding hospitals within the complex.

ENQUIRIES
:
Mr S.J. Phalane Tel. No. (051) 4053186

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

FOR ATTENTION
:
Mr S.J. Phalane

POST 38/184
:
SENIOR ADMINISTRATION OFFICER REF. H/A/202
SALARY
:
R132 054. per annum

CENTRE
:
Stoffel Coetzee Hospital:  Smithfield

REQUIREMENTS
:
Appropriate Bachelor’s degree in Administration (or equivalent qualification).*Appropriate experience in the Public Sector.*Driver’s license. Recommendations:*Computer literacy.*Thorough knowledge of the PFMA, Treasury Regulations.*Ability to perform under pressure.*Excellent interpersonal skills.*Human Resource Management skills.*Knowledge and understanding of PERSAL, LOGIS and BAS.

DUTIES
:
The management and supervision of Supply Chain Management, Finance, Human Resource, Patient Administration of the hospital.*Compile management information and be a part of the overall management of the hospital.

ENQUIRIES
:
Mrs C.M. Smith Tel. No. (051) 6830168

APPLICATIONS
:
The Chief Executive Officer Stoffel Coetzee Hospital Private Bag X5 SMITHFIELD 9966

FOR ATTENTION
:
Mrs C.M. Smith

POST38/185
:
SENIOR INTERNAL AUDITOR (3 POSTS) REF. H/I/4
SALARY
:
R132 054. per annum

CENTRE
:
Internal Audit Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree (or equivalent qualification) in Auditing.*Working experience in Internal Audit, Public Sector financial systems (PERSAL, BAS and Supply Chain Management).*Excellent written, verbal communication and with good interpersonal skills as well as analytical skills.*Valid driver’s license, be prepared to travel extensively.*Be computer literate. Recommendations: Member of IPFA or IIA.

DUTIES
:
Responsible for audits and monitoring of compliance with regards to all regulations as set out by the Public Finance Management Act of 1999, Act No. 1 of 1999, and according to the Standards for Professional Practice of Internal Auditors (SPPIA).*Perform risk analysis, planning and execution of audits in accordance with accepted standards, collect, analyze, interpret and document information to support audit results.*Assist with the facilitation of the risk assessment of the Department.*Perform special reviews at the request of management and contribute towards the overall functioning of the Internal Audit.

ENQUIRIES
:
Mr K. Figlan/Mr B.W. Harris Tel. No. (051) 4081142/(051) 4081455

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

FOR ATTENTION
:
Mr M.J. Mokgampanyane)

POST 38/186
:
SENIOR ADMINISTRATION OFFICER (INFECTION CONTROL OFFICER) (2 POSTS) REF. NO.:  H/A/203

SALARY
:
R132 054. per annum

CENTRE
:
Standard Compliance Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
Diploma (Health related) or equivalent qualification.*Extensive appropriate experience in infection control field.*Sound knowledge of infection prevention and control program.*Experience in Quality Assurance.*Computer literacy.*A valid driver’s license and must be willing to travel. Recommendations:*Good interpersonal relations.*Presentation skills.

DUTIES
:
Support and monitor Implementation of Infection Control Programme in the province.*Support all health institutions with the Implementation of Quality Assurance Strategy including accreditation by COHSASA.*Support annual licensing and new applications for private institutions regarding infection control.*Support Implementation of Risk Management policy.

ENQUIRIES
:
Me E. Mokhethi Tel. No. (051) 4081834

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

FOR ATTENTION
:
Mr M.J. Mokgampanyane

POST 38/187
:
SENIOR PHARMACIST (2 POSTS) REF. NO.:  H/P/307
SALARY
:
R132 054. per annum

CENTRE
:
Bongani Regional Hospital, Welkom

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. Recommendations: Appropriate experience.

DUTIES
:
Dispense medication.*Counsel patients.*Supervise subordinates.*Train assistants.

ENQUIRIES
:
Mr/Ms N.A. Mokebe Tel. No. (057) 9168058

APPLICATIONS
:
The Chief Executive Officer Bongani Regional Hospital Private Bag X29 WELKOM 9460

FOR ATTENTION
:
Ms A. Zwiegelaar)

POST 38/188
:
CHIEF ADMINISTRATION CLERK REF. NO.:  H/A/204
SALARY
:
R106 335. per annum

CENTRE
:
Case Management:  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Computer literacy.*Ability to work without supervision.*Must have good health and minimal absenteeism.*Must be bilingual and be able to maintain sound human relations.*Must be able to work under pressure and be very diplomatic with difficult clients. Recommendations: Practical knowledge of Meditech, UPFS and ICS 10 coding.

DUTIES
:
Work as Clerk and give administrative support to Case Managers in obtaining pre-authorization from Medical Schemes and maintaining daily updates as necessary.*Constantly liaises with Revenue personnel regarding billing and coding, etc.*Forty hour work week and as per workload.*Rotate in discharge office and in Annex.*Give administrative support with ICD 10 coding, control route charts and handle queries.

ENQUIRIES
:
Ms S.B. Meyer Tel. No. (051) 4053464

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

FOR ATTENTION
:
Ms B. Meyer

POST 38/189
:
INTERNAL AUDITOR REF. H/I/5
SALARY
:
R106 335. per annum

CENTRE
:
Internal Audit:  Corporate Office, Bloemfontein

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree (or equivalent qualification) in Auditing.*Working experience in Internal Audit, Public Sector financial systems (PERSAL, BAS and Supply Chain Management).*Excellent written, verbal communication and with good interpersonal skills as well as analytical skills.*Valid driver’s license, be prepared to travel extensively.*Be computer literate. Recommendations: Member of IPFA or IIA.

DUTIES
:
Responsible for audits and monitoring of compliance with regards to all regulations as set out by the Public Finance Management Act of 1999, Act No. 1 of 1999, and according to the Standards for Professional Practice of Internal Auditors (SPPIA).*Perform risk analysis, planning and execution of audits in accordance with accepted standards, collect, analyze, interpret and document information to support audit results.*Assist with the facilitation of the risk assessment of the Department.*Perform special reviews at the request of management and contribute towards the overall functioning of the Internal Audit.

ENQUIRIES
:
Mr K. Figlan/Mr B.W. Harris Tel. No. (051) 4081142/(051) 4081455

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

FOR ATTENTION
:
Mr M.J. Mokgampanyane

POST 38/190
:
SENIOR OCCUPATIONAL THERAPIST REF. H/O/13
SALARY
:
R106 335. per annum plus Scarce Skills allowance equal to 17% and Rural Allowance equal to 12% of the annual salary notch

CENTRE
:
Botshabelo District Hospital

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Occupational Therapist.*Relevant experience.*B.Sc Occupational Therapy Degree. Recommendations Good communication skills.*Computer training.*Speak a third African language.

DUTIES
:
Rendering of an effective comprehensive and accessible Occupational Therapy service to patients in Botshabelo District Hospital and within the broader community.*Monitor services rendered by assistants and supervision of subordinates.*Participate in the Quality Assurance Programmes.*Implementation of Health awareness projects.

ENQUIRIES
:
Dr M.E. Maree Tel. No. (051) 5330234 / (051) 5330111

APPLICATIONS
:
The Chief Executive Officer Botshabelo District Hospital Private Bag X527 BOTSHABELO 9781

FOR ATTENTION
:
Mr L. Toai

POST 38/191
:
SENIOR SPEECH THERAPIST AND AUDIOLOGIST REF. H/S/65
SALARY
:
R106 335. per annum

CENTRE
:
Department of Speech Therapy and Audiology:  Universitas Academic Hospital, Bloemfontein

REQUIREMENTS
:
Qualified as Speech Therapist and Audiologist.*Dual registration with the Health Professions Council of South Africa (Speech Therapy and Audiology).*Appropriate experience as Community Therapist. Recommendations:*Experience in programming of cochlear implants.*Experience in Diagnostic Audiology.*Experience in Management of Swallowing Disorders.

DUTIES
:
Assessment and therapy, Speech and Language disorders and swallowing.*Diagnostic Audiology and Neurophysiological testing.*Programming of Cochlear Implants and Management of Cochlear implant patients.*Administrative tasks as applicable.

ENQUIRIES
:
Me H.C. van Pletzen Tel. No. (051) 4053261

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

FOR ATTENTION
:
Me H.C. van Pletzen

POST 38/192
:
SENIOR PROFESSIONAL NURSE REF. H/P/308
SALARY
:
R106 335. per annum

CENTRE
:
Diagnostic Radiology: Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Registered with the South African Nursing Council.*Must be willing to wear protective clothing.

DUTIES
:
Assist in organization of the department and specific lists.*General quality nursing care.*Willing to obtain specialized skills to work and scrub in interventional theatre.*Willing to rotate in department and to work overtime, special shifts and do after hours calls.

ENQUIRIES
:
Me M. Cassel Tel. No. (051) 4053259

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

FOR ATTENTION
:
Me M. Cassel

POST 38/193
:
SENIOR PROFESSIONAL NURSE REF. NO H/P/309
SALARY
:
R106 335. per annum

CENTRE
:
Diagnostic Radiology:  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Registered with the South African Nursing Council.*Must be willing to wear protective clothing. Recommendations: Team player with good organizational skills.

DUTIES
:
Primarily to organize CT and MRI lists and to ensure the rendering of quality nursing care to patients.*Must be willing to obtain specialized skills to work in interventional theatre.*Must be willing to work overtime, special shifts and do calls after hours.

ENQUIRIES
:
Me M. Cassel Tel. No. (051) 4053259

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

FOR ATTENTION
:
Me M. Cassel

POST 38/194
:
SENIOR PROFESSIONAL NURSE (5 POSTS) REF. NO H/P/310
SALARY
:
R106 335. per annum

CENTRE
:
Neonatal:  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Current registration with the South African Nursing Council as a Midwife.*Appropriate experience as a Professional Nurse.*Candidates from outside Universitas Academic Hospital will be preferred.*Previous experience working in ICU, Neonatal ICU or Paediatric Care. Recommendations:*Good interpersonal relations.*Qualification in Intensive Care, Neonatal or Paediatric Care.*Drive, commitment and hard work.

DUTIES
:
Initiate and implement nursing care regimes.*Initiate, monitor and sustain quality improvement projects in his/her section.*Supervise colleagues and nursing support groups.

ENQUIRIES
:
Me M.A. Mabandla Tel. No. (051) 4053415/7

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

FOR ATTENTION
:
Me M.A. Mabandla

POST 38/195
:
PRINCIPAL PERSONNEL OFFICER REF. H/P/311
SALARY
:
R106 335. per annum

CENTRE
:
Human Resources (Clinical):  Universitas Hospital, Bloemfontein

REQUIREMENTS
:
Senior or equivalent qualification.*Appropriate experience. Recommendations:*Human Resources experience (leave, overtime and relevant resolutions).*Management of staff in department.*Allocation of tasks and supervision.*Experience of PERSAL system.

DUTIES
:
Manage appointments, transfers and termination of services. Overtime.*Manage leave and approval of PERSAL transactions.*Manage paymaster functions.*Handling and manage of RWOPS. Handling of Human Resources queries.

ENQUIRIES
:
Me A. Lombard Tel. No. (051) 4053153

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

FOR ATTENTION
:
Me A. Lombard

POST 38/196
:
SENIOR PROFESSIONAL NURSE REF. H/P/322
SALARY
:
R106 335. per annum plus Rural Allowance
CENTRE
:
Ma-Haig Clinic, Witsieshoek:  Local Area Maluti-A-Phofung
REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife, Psychiatric and Community Health.*South African Nursing Council receipt for the current year.*Appropriate experience in Primary Health Care. Recommendations:*Ability to work under pressure.*Ability to implement and manage change.*Good written and verbal communication skills.*Confidentiality.*Good interpersonal relations.
DUTIES
:
Render a comprehensive primary health care service in a community health centre.*Identify the needs for nursing care, formulate and implementation of primary health care programs as well as the evaluation thereof.*Responsible for quality patient care.*Curative services: Chronic care, integrated management of childhood illnesses.
ENQUIRIES
:
M.L. Tsibuli Tel. (058) 7132996
APPLICATIONS
:
The District Manager Thabo Mofutsanyana District Private Bag X824N WITSIESHOEK 9870
FOR ATTENTION
:
H. van Zyl
POST 38/197
:
SENIOR PROFESSIONAL NURSE REF. NO H/P/323
SALARY
:
R106 335. per annum plus Rural Allowance
CENTRE
:
Mobile Unit, Witsieshoek:  Local Area Maluti-A-Phofung
REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife, Community Health, Psychiatry.*Proof of South African Nursing Council receipt for the current year.*Relevant experience.*Driver’s license. Recommendations:*Ability to work under pressure.*Ability to implement and manage change.* Good written and verbal communication skills.*Confidentiality.*Good interpersonal relations.
DUTIES
:
Render a comprehensive Primary Health Care Rural Service in the mobile unit.*Identify the needs for nursing care, formulate and implementation of primary health care programs as well as the evaluation thereof.*Responsible for quality patient care.*Teaching of subordinates.
ENQUIRIES
:
Mrs M.L. Tsibuli Tel. 058) 7132996
APPLICATIONS
:
The District Manager Thabo Mofutsanyana District Private Bag X824 WITSIESHOEK 9870
FOR ATTENTION
:
H. van Zyl
POST 38/198
:
SENIOR PROFESSIONAL NURSE (4 POSTS) REF. NO.H/P/324
SALARY
:
R106 335. per annum
CENTRE
:
Botshabelo District Hospital
REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife. Recommendations:*Good interpersonal relations.*Ability to perform under pressure, physical fitness.*Appropriate experience and knowledge in Nursing Service Management/Care.
DUTIES
:
Render quality patient care.*Planning and implementation of the Occupational Health and Safety (OHS) management program in terms of current legislation.*Identify OHS risk to patient, families and staff and implement measures to minimize or eliminate such and promote safety.*Management of different wards.
ENQUIRIES
:
Me T.E. Mokoena Tel. No. (051) 5330211
APPLICATIONS
:
The Chief Executive Officer Botshabelo District Hospital Private Bag X527 BOTSHABELO 9781
FOR ATTENTION
:
Mr B.A. Mphamo
POST 38/199
:
CHIEF ADMINISTRATION CLERK (FINANCE) REF. H/A/212
SALARY
:
R106 335. per annum
CENTRE
:
Mofumahadi Manapo Mopeli Regional Hospital, Witsieshoek
REQUIREMENTS
:
Senior Certificate.*Extensive appropriate experience. Recommendations: Having background of revenue collection, BAS, ICD 10, PADS and LOGIS I.
DUTIES
:
Monitor and evaluate daily revenue collection.*Reports and banking daily.*Billing and write-offs evaluation and banking over debts.*Attend meetings.*All supervisory duties.
ENQUIRIES
:
Mr M.J. Khanye Tel. No. (058) 7183223
APPLICATIONS
:
The Chief Executive Officer Mofumahadi Manapo Mopeli Regional Hospital Private Bag X820 WITSIESHOEK 9870
FOR ATTENTION
:
S.S. Diso
POST 38/200
:
SENIOR PROFESSIONAL NURSE (7 POSTS) REF. H/P/318
SALARY
:
R106 335. per annum

CENTRE
:
MUCPP

REQUIREMENTS
:
Proof of current registration with the South African Nursing Council as General Nurse or Midwife. Recommendations: Three years experience in Primary Health Care Services.

DUTIES
:
To provide a comprehensive Primary Health Care Core Package.

ENQUIRIES
:
Me B.L. Khalobe Tel. No. (051) 4356430 / 4343542

APPLICATIONS
:
The Assistant Manager MUCPP P.O. Box 441 BLOEMFONTEIN, 9300

FOR ATTENTION
:
Me Kalaote

POST38/201
:
CHIEF ADMINISTRATION CLERK REF. NO H/A/210
SALARY
:
R106 335. per annum

CENTRE
:
Botshabelo District Hospital

REQUIREMENTS
:
Grade 12 (or equivalent).*Appropriate experience. Recommendations: *Labour Relations and experience.*Thorough knowledge of PERSAL System.*Computer literacy (MS Word and Excel).

DUTIES
:
Ensure sound Employment Relations Practice in the institution.*Administer and handle Skills Development in the hospital.*Act as Control PERSAL Officer on PERSAL matters.*Monitor and updating of Personnel Template and Establishment.*Handle Recruitment and General Staff Benefits.

ENQUIRIES
:
Mr L.J. Toai Tel. No. (051) 5330217

APPLICATIONS
:
The Chief Executive Officer Botshabelo District Hospital Private Bag X527 BOTSHABELO 9781

FOR ATTENTION
:
Mr L. Toai

POST 38/202
:
SENIOR PROFESSIONAL NURSE REF: H/P/250
SALARY
:
R106 335. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District:  Ikgomotseng Clinic, Soutpan

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.*Appropriate experience as Professional Nurse.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me D. Dumako Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me D. Dumako

POST 38/203
:
SENIOR PROFESSIONAL NURSE REF H/P/251
SALARY
:
R106 335. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District: Maranta Clinic,



Brandfort

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.*Appropriate experience as Professional Nurse.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me D. Dumako Tel. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me D. Dumako)

POST 38/204
:
ARTISAN FOREMAN (ELECTRICAL) REF: H/A/150
SALARY
:
R106 335. per annum

CENTRE
:
Thebe/Phumelela Health Complex

REQUIREMENTS
:
A complete apprenticeship and proof of passing a trade test in terms of the provisions of section 13(2)(h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed Section 27 of the Act referred to.*A valid driver’s license. Recommendations:*Appropriate experience as an Artisan.*Good interpersonal and communication skills.

DUTIES
:
Ensure that routine daily inspection and maintenance are carried out on all equipment.*Adhere to safety practice (Occupational Health & Safety Act).*Execute standby duties in case of crisis.*Supervise Maintenance Section and be compliant to COHSASA requirements.

ENQUIRIES
:
Mr T.C. Mosia Tel. No. (058) 6221111 x 114

APPLICATIONS
:
The Chief Executive Officer Thebe/Phumelela District Hospital Complex Private Bag X871 HARRISMITH 9880

FOR ATTENTION
:
Mr D.S. Ntsutle

POST 38/205
: 
PROFESSIONAL NURSE REF: H/P/255
SALARY
:
R85 362. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District:  Nala Local Area

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me M. Stanley Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me M. Stanley

POST 38/206
:
PROFESSIONAL NURSE (2 POSTS) REF: H/P/256
SALARY
:
R85 362. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District:  K Maile - Bothaville

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me M. Stanley Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me M. Stanley

POST 38/207
:
PROFESSIONAL NURSE REF: H/P/257
SALARY
:
R85 362. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District: Maranta Clinic, Brandfort

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me D. Dumako Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me D. Dumako

POST 38/208
:
PROFESSIONAL NURSE (2 POSTS) REF H/P/258
SALARY
:
R85 362. per annum plus rural allowance equal to 8% of the annual salary notch

CENTRE
:
Lejweleputswa District:  Duke Street Clinic, Brandfort

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me D. Dumako Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me D. Dumako

POST 38/209
:
SENIOR STAFF NURSE (3 POSTS) REF H/S/58
SALARY
:
R85 362. per annum

CENTRE
:
Metsimaholo District Hospital, Sasolburg

REQUIREMENTS
:
Qualification as Enrolled Nurse.*Proof of current registration with the South African Nursing Council. Recommendations
:*Good communication and interpersonal relations.*Ability to function in a multi-disciplinary team.

DUTIES
:
To assist with identification of Nursing care needs.*To execute Nursing care programming formulated by professional nurses.*To carry out instructions and delegated tasks and/or reports to the supervisor.

ENQUIRIES
:
Me T.M.B. Zungu Tel. No. (016) 9709461

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

FOR ATTENTION
:
Me M.A.T. Matsie

POST 38/210
:
PROFESSIONAL NURSE REF. H/P/319
SALARY
:
R85 362. per annum

CENTRE
:
Fezile Dabi Health District:  Harry Gwala Clinic:  Sasolburg

REQUIREMENTS
:
Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse.*A valid South African driver’s license (Code 08). Recommendations: Appropriate knowledge of Primary Health Care Services.

DUTIES
:
Render a comprehensive Primary Health Service which entails the following:-Implementation and monitoring of Primary Health Care Core package within the facility.-Implementation of effective management of material and human resource within the facility.-Implementation of quality assurance program within the facility.*Support implementation of the District Health Services in line with legislation.

ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301

APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947

FOR ATTENTION
:
Mr T.N. Montse

POST38/211
:
PROFESSIONAL NURSE REF.  H/P/325
SALARY
:
R85 362. per annum plus Rural Allowance
CENTRE
:
Tshiame Community Health Centre, Harrismith:  Local Area Maluti-A-Phofung
REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife, Psychiatric and Community Health.*South African Nursing Council receipt for the current year.*Appropriate experience in Primary Health Care. Recommendations*Ability to work under pressure.*Ability to implement and manage change.*Good written and verbal communication skills.*Confidentiality.*Good interpersonal relations.
DUTIES
:
Render a comprehensive primary health care service in a community health centre.*Identify the needs for nursing care, formulate and implementation of primary health care programs as well as the evaluation thereof.*Responsible for quality patient care.*Curative services:  Chronic care, integrated management of childhood illnesses.
ENQUIRIES
:
M.L. Tsibuli Tel. (058) 7132996
APPLICATIONS
:
The District Manager Thabo Mofutsanyana District Private Bag X824 WITSIESHOEK 9870
FOR ATTENTION
:
H. van Zyl
POST 38/212
:
PROFESSIONAL NURSE REF. NO. H/P/326
SALARY
:
R85 362. per annum plus Rural Allowance
CENTRE
:
Lesedi Clinic, Harrismith:  Local Area Maluti-A-Phofung
REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife, Psychiatric and Community Health.*South African Nursing Council receipt for the current year.*Extensive appropriate experience in Primary Health Care. Recommendations:*Ability to work under pressure.*Ability to implement and manage change.*Good written and verbal communication skills.*Confidentiality.*Good interpersonal relations.
DUTIES
:
Render a comprehensive primary health care service in a community health centre.*Identify the needs for nursing care, formulate and implementation of primary health care programs as well as the evaluation thereof.*Responsible for quality patient care.*Curative services:  Chronic care, integrated management of childhood illnesses.
ENQUIRIES
:
M.L. Tsibuli Tel. No. (058) 6231918
APPLICATIONS
:
The District Manager Thabo Mofutsanyana District Private Bag X824 WITSIESHOEK 9870
FOR ATTENTION
:
H. van Zyl
POST 38/213
:
PROFESSIONAL NURSE REF. NO. H/P/327
SALARY
:
R85 363. per annum
CENTRE
:
Fezile Dabi Health District:  Frankfort Clinic
REQUIREMENTS
:
Registration with the South African Nursing Council as a General Nurse, Midwife and Psychiatric Nurse.*A valid South African driver’s license (code 08). Recommendations: Appropriate knowledge of primary health care services.
DUTIES
:
Render a comprehensive primary health service which entails the following:*Implementation and monitoring of Primary Health Care core package within the facility.* Implementation of effective management of material and human resource within the facility.*Implementation of quality assurance program within the facility.*Support implementation of the District Health Services in line with legislation.
ENQUIRIES
:
Ms V.S. Malatse Tel. No. (016) 9709301
APPLICATIONS
:
The District Manager Fezile Dabi Health District Private Bag X2005 SASOLBURG 1947
FOR ATTENTION
:
Mr T.N. Montse
POST 38/214
:
PROFESSIONAL NURSE (6 POSTS) REF. H/P/328
SALARY
:
R85 362. per annum
CENTRE
:
Metsimaholo District Hospital
REQUIREMENTS
:
Proof of current registration with the South African Nursing Council as a General Nurse. Recommendations:*Good communication and interpersonal relations.*Ability to work independently.
DUTIES
:
Render comprehensive nursing care independently.*Assessment and identification of nursing needs.*Develop and implement a comprehensive nursing plan for patients.
ENQUIRIES
:
Me J.J. Phoofolo Tel. No. (016) 9709420
APPLICATIONS
:
The Chief Executive Officer Metsimaholo District Hospital Private Bag X2017 SASOLBURG 1947
FOR ATTENTION
:
Me M.A.T. Matsie
POST 38/215
:
CHIEF BOILER OPERATOR REF: H/B/2
SALARY
:
R68 955 per annum

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
Certificate in Boiler Operation or equivalent qualification.*3-5 Years experience in supervision of personnel and management in Boiler House is highly required. Recommendations:*Knowledge of fired coal boiler.*Ability to read and write.*Willing to work irregular hours.

DUTIES
:
Arrange all the shifts for boiler personnel.*Compile monthly reports. Ensure that daily/weekly/monthly log sheets are compiled properly by boiler operators.*Ensure the quality of steam is maintained.*Adhere to all statutory obligations.*Ensure the cleanness in the boiler house.

ENQUIRIES
:
Mr F.P. Moeng Tel. (051) 4079318/304/429

APPLICATIONS
:
The Chief Executive Officer Free State Psychiatric Complex Private Bag X20607 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr A. van Zyl

POST 38/216
:
ENROLLED NURSE (STAFF NURSE) REF: H/S/59
SALARY
:
R58 290 . per annum

CENTRE
:
Lejweleputswa District:  Nala Local Area

REQUIREMENTS
:
Current registration with the South African Nursing Council as Enrolled Nurse.*Extensive experience.

DUTIES
:
Rendering a nursing service in the said clinic.

ENQUIRIES
:
Me M. Stanley Tel. No. (057) 3521453

APPLICATIONS
:
The District Manager Lejweleputswa District Private Bag X15 WELKOM 9460

FOR ATTENTION
:
Me M. Stanley

POST 38/217
:
PRINCIPAL BOILER OPERATOR REF H/B/3
SALARY
:
R58 290. per annum

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
Certificate in Boiler Operation or equivalent qualification.* Appropriate experience. Recommendations:*Knowledge of fired coal boiler.*Ability to read and write.*Willing to work irregular hours.

DUTIES
:
Operate the boiler in different shifts.*Ensure the quality of steam is up to standard.*Adhere to all statutory legislations.*Compile daily/weekly/monthly log sheets.*Ensure the cleaning in the boiler house.

ENQUIRIES
:
Mr F.P. Moeng Tel. No. (051) 4079318/304/429

APPLICATIONS
:
The Chief Executive Officer Free State Psychiatric Complex Private Bag X20607 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr A. van Zyl

POST 38/218
:
SENIOR TYPIST REF: H/T/15
SALARY
:
R58 290. per annum

CENTRE
:
Free State School of Nursing:  Northern Campus

REQUIREMENTS
:
Grade 12 and Typing as a passed subject. Recommendations: Previous experience in typing.

DUTIES
:
Typing.*Do switchboard duties.*Do Public Relations duties.

ENQUIRIES
:
Ms N.P. Msayi Tel. No. (057) 3966240/1

APPLICATIONS
:
The Rector Free State School of Nursing Private Bag X290 WELKOM 9460

FOR ATTENTION
:
Ms N.P. Msayi

POST 38/219
:
CLEANER REF: H/C/40
SALARY
:
R43 2450. per annum

CENTRE
:
Itemoheng District Hospital

REQUIREMENTS
:
ABET Qualification.*Appropriate experience.

DUTIES
:
Handing out the linen.*Deliver food to patients.*Ensure cleanness in the hospital at all times.

ENQUIRIES
:
Mr T.A. Mohaeka Tel. No. (058) 4812114

APPLICATIONS
:
The Chief Executive Officer Itemoheng District Hospital Private Bag X9 SENEKAL 9600

FOR ATTENTION
:
Me M.N. Kumalo)

POST 38/220
:
ADMINISTRATION CLERK REF: H/A/152
SALARY
:
R43 245. per annum

CENTRE
:
Phuthuloha District Hospital

REQUIREMENTS
:
Senior (or equivalent) Certificate.*Knowledge of administrative functions.*Computer literacy. Recommendations:*Appropriate experience.*Knowledge of BAS and LOGIS will serve as advantage.

DUTIES
:
Batch controlling.*Capturing and payment of invoices.*Following up of enquiries in Provisioning Section on LOGIS system.

ENQUIRIES
:
Mr T.A. Mohaeka Tel. No. (058) 4812114

APPLICATIONS
:
The Chief Executive Officer Itemoheng District Hospital Private Bag X9 SENEKAL 9600

FOR ATTENTION
:
Me M.N. Kumalo

POST 38/221
:
FOOD SERVICES AID I REF: H/F/14
SALARY
:
R38 610. per annum

CENTRE
:
Tokollo Hospital

REQUIREMENTS
:
Grade 10 (Standard 8) or equivalent. Recommendations: Appropriate experience.

DUTIES
:
Sweeping, washing and polishing.* Dusting and cleaning all surfaces using chemicals.* ollecting and returning of food trolleys from the kitchen, distribute to patients and also cleaning dishes.

ENQUIRIES
:
Me F. de Jonge Tel. No. (058) 8523030/9

APPLICATIONS
:
The Chief Executive Officer Tokollo/Mafube District Health Complex Private Bag X8 HEILBRON 9650

FOR ATTENTION
:
Mr B.S. Mbongo)

POST 38/222
:
GENERAL WORKER I REF: H/G/19
SALARY
:
R38 610. per annum

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
Standard 8 or ABET training.*Physically strong person. Recommendations: Previous knowledge of a warehouse.

DUTIES
:
Delivery of stock and movement of furniture.

ENQUIRIES
:
Me M. Grobler Tel. No. (051) 4079202

APPLICATIONS
:
The Chief Executive Officer Free State Psychiatric Complex Private Bag X20607 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr D.E. Kolomba

POST 38/223
:
GENERAL WORKER I REF: H/G/20
SALARY
:
R38 610. per annum

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
Standard 8 or ABET training.*Physically strong person. Recommendations: Previous knowledge of a warehouse.

DUTIES
:
Delivery of stock and movement of furniture.

ENQUIRIES
:
Me M. Grobler Tel. No. (051) 4079202

APPLICATIONS
:
The Chief Executive Officer Free State Psychiatric Complex Private Bag X20607 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr D.E. Kolomba
POST 38/224
:
GENERAL WORKER I REF: H/G/21
SALARY
:
R38 610. per annum

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
Grade 10. Recommendations:*Knowledge of fired coal boiler.*Ability to read and write.*Willing to work irregular hours.

DUTIES
:
Assist the boiler operators. Clean the boiler house.

ENQUIRIES
:
Mr F.P. Moeng Tel. No. (051) 4079318/304/429

APPLICATIONS
:
The Chief Executive Officer Free State Psychiatric Complex Private Bag X20607 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr A. van Zyl)

DEPARTMENT OF THE PREMIER

The Free State Provincial Government is an equal opportunity, affirmative action employer and it is committed to the achievement and maintenance of diversity and equity employment It is our intention to promote representativity (race, gender and disability) in the Department through the filling of these posts and candidates whose appointment/promotion/transfer will promote representativity will receive preference.

Free State Department of the Premier is an equal opportunity affirmative action employer.

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

OTHER POSTS

POST 38/225
:
DEPUTY MANAGER:  DIAGNOSTIC SURVEYS REFERENCE NO: DM  DS


Institutional Enhancement Directorate
SALARY
:
An all-inclusive package of R369 000 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
The candidate must be in possession of a Higher Degree preferable in the Industrial Psychology or Human Sciences fields. Extensive experience with regard to developing diagnostic survey methologies and instruments and the execution of diagnostic surveys. Recommendation: Qualified and registered as an Industrial Psychologist will be a strong recommendation. Knowledge and understanding of the broader service delivery challenges in the Free State and in South Africa

DUTIES
:
Key Responsibilities: Acquire, adapt, design and/or develop specialized, scientifically validated institutional diagnostic methodologies and instruments to use with the execution of diagnostic surveys in the FSPG. Draft the terms of reference of institutional diagnostic surveys in consultation with provincial departments/clients and conclude a draft project plan and “project contract” with regard to each diagnostic survey that needs to be conducted. Execute institutional diagnostic surveys to analyze, describe and explain current service delivery situations and to identify areas for interventions/improvement. Advise on the design and planning of appropriate Institutional improvement and development interventions based on the outcome of diagnostic surveys. Document and report on Institutional Diagnostic Surveys, Overall management of the Component to ensure the effective and  efficient utilization of resources including the management of the  performance of the personnel falling under this component 

ENQUIRIES
:
Mrs. I.E. Griffiths Tel:  (051) 405 5054

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

CLOSING DATE
:
5 October 2007

ANNEXURE S
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF EDUCATION

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

MANAGEMENT ECHELON
POST 38/226
:
DIRECTOR INSTITUTIONAL DEVELOPMENT AND SUPPORT (IDS) REF NO: 70045609


Directorate: General Education and Training (IDS)

SALARY
:
An all-inclusive remuneration package of R591 510 p.a. (The package can, within applicable rules, be structured according to the individual's needs). The successful candidate will be required to sign a performance agreement.

CENTRE
:
Head Office: Johannesburg 

REQUIREMENTS
:
An appropriate Bachelor’s degree backed by extensive appropriate experience in education in the areas of design, management and implementation, the provision of quality education (focused on design management and implementation). A postgraduate qualification in Education Development would be an advantage. Must have sound knowledge of all education legislation and policies of government across the Social Cluster Departments, especially those which underpin curriculum development. Must have a good understanding of an Outcomes-based educational approach and the Revised National Curriculum Statements for the GET band.Must be a visionary leader in the field of education, development and institutional transformation. Must have a solid background and knowledge of issues in economics of education, and education provisioning. Must be able to formulate strategies and plans in the relevant programme areas. Have strong strategic capability and leadership skills. Ability to interact with different stakeholders and role players. A strong understanding of interface between schools (institutions) and GDE offices (Head /District offices) and spheres of government. Must have team building and conflict management skills. Have ability to work with and across Gauteng Provincial Government departments towards integrated quality service delivery. A strong interest in the development of the education system is essential. Must have a valid driver’s license. A deep understanding of issues in IDS across the different departmental spheres. Understanding policy development and analysis to ensure effective implementation of policies.

DUTIES
:
Manage the development and co-ordination of IDS work within the GET band Ensure the management of an Integrated Quality Education System and programme towards transformation and development. Manage the establishment and design of Whole School Development projects, School Improvement Plans and programme as well as School Effectiveness projects. Drawing up of operational plans, budget and resourcing norms for the directorate. Coordinate the drawing up and preparation of operational plans for the GET/IDS component for Head Office and District Offices. Participate in and represent GDE at relevant provincial and National Education structures and Departments. Undertake regular performance evaluation and assessment of staff in Directorate. Establish and manage a comprehensive knowledge based system.

ENQUIRIES
:
N. Moiloa, Tel: (011) 355-1515/6

CLOSING DATE
:
05 October 2007

OTHER POSTS

POST 38/227
:
CHIEF EDUCATION SPECIALIST (4 POSTS)REF NO: 70045615


Directorate: Curriculum Development FET/ABET


Sub-Directorate: Adult Basic Education and Training (ABET)

SALARY
:
R371 913 per annum (All inclusive package)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 9 years teaching experience. Minimum REQV 13, A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Policies in ABET Level 1-4. Evidence of experience in managing curriculum support and intervention programmes in ABET Level 1-4. Knowledge and understanding and implementation of Assessment and Curriculum Policies in ABET Level 1-4. Proven experience in managing people, projects and finances and the ability to plan strategically. Must have a good understanding of Matrix management. Computer literate in Word, Power Point and Excel programmes. Strong communication skills both orally and in writing. An ability to work under pressure and willingness to work extra hours. SACE registration certificate. A Valid driver’s license; The following will be an advantage: Strong analytical skills, Data mining and handling, knowledge of and experience in research on the latest developments related to curriculum management, maintaining a database and an ability to analyse and report on information related to learner performance. 

DUTIES
:
Management and coordination of the implementation and compliance of the ABET curriculum and assessment policies in the Province. Oversee the implementation of the examinations and assessment framework for ABET Level 1-4.. Manage the human and physical and financial resources to provide efficient and effective curriculum support to ABET centres. Manage implementation of staff development and appraisal in terms of the PMDS. Enhance the capacity of district officials to ensure effective and efficient service delivery. Establish, maintain and support curriculum structures to support ABET Level 1-4 programmes. Empower district curriculum officials to provide effective support to ABET practitioners. Engage and interact with all stakeholders to ensure policy compliance and enhance learner performance. Prepare and report on all program activities to the relevant directorates at Head Office. General Management and leadership functions viz. strategic planning; financial management and control as per the PFMA, operational planning, staff development and appraisal and project management and general administrative duties. 

ENQUIRIES
:
Mr. D. Haripersad, tel. (011) 355-0814

CLOSING DATE
:
05 October 2007

POST 38/228
:
CHIEF EDUCATION SPECIALIST (1 POSTS) REF NO: 70045616


Directorate: Curriculum Development FET/ABET


Sub-Directorate: Curriculum Management Information Systems (CMIS)

SALARY
:
R371 913 per annum (All inclusive package)

CENTRE
:
Head Office

REQUIREMENTS
:
A minimum of 9 years teaching experience. A minimum of REQV 13, including a Bachelor’s degree in Information Technology. Hands-on experience and knowledge in learner performance and school management systems.A sound knowledge of the National Qualification Framework and Outcomes - Based Education (OBE). An understanding of the e-government. Database design experience. An understanding of transformation issues and capacity building processes in education. Ability to co-ordinate projects and processes involving a variety of players. Ability to work independently as well as in a team. Computer literacy with formal qualifications specifically in MS Word, Excel, Access and PowerPoint. A valid drivers licence. The following will be an advantage: Experience in management information systems. A commitment to participative management, teamwork, innovative leadership, The ability to communicate at ease at all levels. Ability to work accurately under pressure. Cross-field knowledge and experience in research, teacher and materials development. Experience in liaison with all stakeholders. An understanding of education transformation and curriculum development.

DUTIES
:
The data that CMIS, at Head Office will be responsible for collecting, storing and analysing will drive curriculum decision-making. The development and management of a computerised curriculum information system for the purpose of curriculum research. The monitoring and evaluation of curriculum processes and procedures established to support the implementation of a provincial curriculum policy Knowledge management and reporting. Financial management and control

ENQUIRIES
:
Mr. D. Haripersad, tel. (011) 355-0814

CLOSING DATE
:
05 October 2007

POST 38/229
:
CHIEF EDUCATION SPECIALIST (3 POSTS)



Directorate: Human Resource Management
SALARY
:
R371 913 per annum (All inclusive package)

CENTRE
:
Districts



Tshwane South Ref No: 70045617



Gauteng North Ref No: 70045618



Gauteng West Ref No: 70045654

REQUIREMENTS
:
An appropriate three-year tertiary qualification in Human Resource Management plus 8 year extensive experience. Leadership Management, Skills. Budgeting Skills. Strategic thinking. Sound communication skills (verbal and written) Organising and Planning Skills Good computer user knowledge and experience Ability to work under pressure Good interpersonal relations Ability to mediate/negotiate

DUTIES
:
The person will report to the District Director of the District. Managing the Sub-directorate. Assisting in the process of ensuring an adequate cost effective supply of qualified, competent teaching professionals and office staff. Improving the quality of professional practice through effective HRD programmes and activities. Maintaining and promoting labour peace. Implementing Personnel Performance Management Systems. Liaise and co-ordinate with the Gauteng Shared Service Centre.

ENQUIRIES
:
Ms. H. Kekana, tel. (012) 324-2071 (GN)


Mr M. Human – tel 012) 323-9106 (TS)



Mr P. Skosana  tel 011 953-1313 (GW)

CLOSING DATE
:
05 October 2007

POST 38/230
:
CHIEF EDUCATION SPECIALIST REF No: 70045619



Directorate: Interventions, Governance & Monitoring
SALARY
:
R371 913 per annum (All inclusive package)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate 3 year qualification or equivalent accompanied by 9 years experience in the education sector. Extensive education management background and registered with SACE. An understanding of Gauteng Provincial Government’s strategic vision, priorities and public service legislation. A thorough knowledge of all policies and legislation governing education in South Africa. An in-depth knowledge of policy formulation process, changes, strategies and interventions as well as conflict management within Gauteng Department of Education. Demonstrate understanding of governance issues and be able to communicate them to communities. A sound knowledge of transformational issues and capacity building processes in education. Proven experience in managing people, projects and finances and the ability to plan strategically. Candidate must be willing to work irregular hours and travel extensively. As travelling is required, a valid driver’s licence is essential.

DUTIES
:
Be responsible for the management, control and promotion of teaching and learning in poor performing schools. Assist in the establishment, monitoring and liaising with School Governing Bodies, Representatives Council of Learners, Local Education and Training Units and District Education and Training Councils. Develop capacity building programmes for School Governing Bodies (SGBs) and Representatives Council of Learners (RCLs).Give professional support to IDS officials and Learning Area Facilitators in rendering effective support services to schools. Monitor and ensure policy developments and implementation, effective education service delivery at districts, school sites and promoting labour peace. Be able to detect warning signals in the course of managing interventions and develop viable mechanisms to arrest any possibility of both dysfunctional and poor education service delivery at districts and schools. Oversee, manage and supervise a sizeable number of staff involved in dynamic intervention projects implemented in constantly changing contexts. Measure the impact of such projects and the general service delivery in the province with the view of providing appropriate direction to the directorate. Compile and take full responsibility for regular reports forwarded to the Director: Interventions, Governance and Monitoring advising on official utilization of resources and maximizing action to leverage strategies for quality improvement.
ENQUIRIES
:
Mr. Wesley Jacobs, tel. (011) 355 - 0576

CLOSING DATE
:
05 October 2007
POST 38/231
:
CHIEF EDUCATION SPECIALIST REF NO: 70045620


Directorate: Performance Management Systems


Sub-Directorate: Educator Performance Management Systems 

SALARY
:
R371 913 per annum (All inclusive package)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate and recognised three-year or an appropriate, recognised three year qualification which must include training as a teacher plus a minimum of 10 years teaching experience. An in-depth knowledge and extensive experience in Performance Management systems applicable to educators in GDE(  Knowledge of relevant Collective Agreements, education policies, legislation, regulations and procedures. (  Leadership, management, problem solving and strategic thinking skills (  Proven experience in project/program management, finances and the ability to plan strategically (  Excellent report writing, analytical, people management and computer skills (electronic data management) (  Strong communication, facilitation, interpretative, analytical and research skills (  Ability to maintain sound interpersonal relations (  Knowledge and /or experience in skills development activities (  A willingness to work extensive hours and to travel when required (  A valid driver’s licence (  Ability to co-ordinate many activities and to multitask (  The ideal candidate must enter into a performance agreement and have the necessary skills to facilitate and ensure performance management and development, for all GDE personnel.

DUTIES
:
The CES will report directly to the Director (  The incumbent will be part of a team of specialists who will manage the performance management strategy, systems and processes for educators (  Coordinate the monitoring, evaluation, development and implementation of performance management systems, processes and policies (  Ensure adherence to performance management cycles (  Co-ordinate the collection and analysis of and report on statistical data in line with the different time cycles for the separate performance management systems (  Ensure the moderation of scores (  Analyse performance management systems outcomes (  Facilitate the implementation of performance management system outcomes (  Compare the performance of educators with learner achievement ( Set in place strategies to align teacher performance with learner achievement in order to enhance the quality of learning and teaching (  Establish linkages between this Directorate , other Directorates and relevant stakeholders (  Design and co-ordinate all monitoring processes for IQMS and performance management for Office-based educators including implementation, moderation, quality assurance  and verification of scores (  Maintain and analyse a prioritised register of all HR performance management documents/policies(  Improve performance and capacity through the availability of quality information(  Perform other related duties as assigned.

ENQUIRIES
:
Chris Bouwer Tel (011) 355-0395

CLOSING DATE
:
05 October 2007

POST 38/232
:
CHIEF EDUCATION SPECIALIST (HEAD OF UNIT INTERSEN) REF No: 70045468


Directorate: Curriculum Development – General Education And Training (GET).



Sub-Directorate: Intersen

SALARY
:
R 371913 per annum (An all inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. Minimum REQV 13, A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET). Evidence of experience in managing curriculum support and intervention programmes in districts and schools. Knowledge and understanding and implementation of the following policies; Assessment, Language in Education, Education White paper 6, and e-Learning; Proven experience in managing people, projects and finances and the ability to plan strategically; A good understanding of Matrix management; Computer literate in Word, Power Point and Excel programmes; Strong communication skills both orally and in writing; Ability to work under pressure and willingness to work extra hours. SACE registration certificate. A Valid driver’s license; The following will be an advantage:  Strong analytical skills, Data mining and handling, knowledge of and experience in research on the latest developments related to curriculum management, maintaining a database and an ability to analyze and report on information related to learner performance. 

DUTIES
:
Management and coordination of the implementation and compliance of the NCS in districts and schools. Oversee the implementation of the examinations and assessment framework for GET and FET. Manage the human and physical and financial resources to provide efficient and effective curriculum support to districts and schools.  Enhance the capacity of district officials to ensure effective and efficient service delivery. Establish, maintain and support curriculum structures in the province. Ensure participation of provincial curriculum officials at National curriculum structures; Engage and interact with all stakeholders to ensure policy compliance and enhance learner performance. Prepare and report on all Intersen sub-directorate program and project activities to the director for Curriculum GET,   General Management and leadership functions viz. strategic planning; financial management and control as per the PFMA, operational planning, staff development and appraisal and project management and general administrative duties. 

ENQUIRIES
:
Phumelele Tloubatla TEL: 0113550390

CLOSING DATE
:
05 October 2007

POST 38/233
:
DEPUTY DIRECTOR (7 POSTS)



Directorate: Human Resource Administration
SALARY
:
R311 358 per annum (plus benefits)

CENTRE
:
District Office 



Johannesburg East Ref No: 70045613



Tshwane South Ref No:   70045614



Ekurhuleni South REF No: 70045624



Sedibeng East Ref No: 70045625



Sedibeng West Ref No: 70045651



Tshwane West Ref No: 70045652



Gauteng West Ref No: 70045653

REQUIREMENTS
:
An appropriate three-year tertiary qualification in Human Resource Management plus 10 year extensive experience. Leadership. Management Skills. Budgeting Skills. Strategic thinking. Sound communication skills (verbal and written). Organising and Planning Skills. Good computer user knowledge and experience. Ability to work under pressure. Thorough knowledge of PERSAL. Good interpersonal relations. Ability to mediate/negotiate.
DUTIES
:
The person will report to the District Director of the District. Maintain an efficient and effective PERSAL system (emphasis on establishment control). Manage the finances of the Sub Directorate:  HRA. Compilation of management reports to the District Director (quarterly reports and operational plans) and to Head Office. Co-ordinate the payment of salaries and allowances as well as the condition of service of all PS/CS staff at the District Office and Institutions. Implement the personnel performance management system. Manage the Personnel Registry and maintain the Personnel Registry system. Thorough knowledge of government Audit processes and procedures. Provide advice and support to District Office personnel on new acts and legislation and other Human Resource Policies. Liaise and co-ordinate with the Gauteng Shared Service Centre.

ENQUIRIES
:
Mr. J.B. Matabane tel. 011 666-9002 (JE)



Ms J. Moema  tel.  012 400-4801 (TS)



Mr M. Nkonyana tel:  011 398-6142 (ES)



MS s. Beg tel  016  440-1767 (SE)



Mr D. Thinane tel: 016 933-3300 (SW)



Mr. P. Skosana tel: 011 953-1313 (GW)



Mr I. Makofane tel 012 702-8596 (TW)

CLOSING DATE
:
05 October 2007

POST 38/234
:
DEPUTY DIRECTOR (3 POSTS)



Directorate: Finance and Administration
SALARY
:
R311 358 per annum (plus benefits)

CENTRE
:
District Office 



Johannesburg East Ref No: 70045610



Gauteng North Ref No: 70045611 



Tshwane South Ref No: 700 45612



Gauteng West Ref No: 70045621



Johannesburg South Ref No: 70045622



Tshwane West Ref No: 70045623

REQUIREMENTS
:
A recognised B Comm Accounting/Financial Administration Degree/Diploma and at least 5 years working experience. Knowledge of PFMA, Treasury Regulations, Reference Guide to New Economic Reporting Format and other relevant financial  and educational related  policies, Knowledge of public sector procurement and Supply Chain Management. Computer literacy especially Excel, Access, Word and PowerPoint. Knowledge of BAS (Basic Accounting System), PERSAL,SAP Excellent communication  skills.

DUTIES
:
Provide  financial administration and procurement administration to the District office and schools. Maintain all the accounting  records of the  district. Assist with clearing of accounts. Assist in the preparation and administration of district budget allocation process. Budget forecasting and reporting through Matlotlo council. Prepare weekly Cash flow inputs (funds requisitioning). Prepare monthly and quarterly reports for the district. Prepare adjustment budget inputs including virements for the district..Coordinate and distribute  payroll control sheets. Responsible for accounts payments and  revenue collection. Assist in with the audit process and  clearing of all audit queries. Report in writing any unauthorized, irregular or fruitless and wasteful expenditure. Assist IDSo’s with all financial administrative aspects affecting schools. Implement and maintain asset management policies of the department. Link between district and GSSC.Manage SLA with the GSSC and all other implementing agencies. Cordination of Risk  management processes. Ensure compliance with PFMA and Treasury Regulations and Accounting principles and Departmental policies, Financial Delegations and also through applicable compliance certificates.

ENQUIRIES
:
Mr. J.B. Matabane  tel. (011) 666-9002 (JE)



Ms H. Kekana - tel. (012) 324-2071 (GN)



Ms J. Moema - tel. (012) 400-4801 (TS)



Mr P. Skosana tel 011 953-1313 (GW)



Mr. Davids tel 011 854-6421 (JS)



Mr. T Makofane tel012702-8596(TW)

CLOSING DATE
:
05 October 2007
POST 38/235
:
DEPUTY CHIEF EDUCATION SPECIALIST (MATHEMATICS COORDINATOR) REF No: 70045469



Directorate: Curriculum Development – General Education And Training.



Sub-Directorate: Intersen

SALARY
:
R278 127 per annum (Plus Benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET).  Evidence of experience and in-depth knowledge and understanding of Mathematics content, teaching and learning methodologies and assessment practice. Proven experience in managing people, projects and finances and the ability to plan strategically. Computer literate in Word, Power Point and Excel programmes. Analytical and report writing skills.  Ability to work under pressure and willingness to work extra hours; Strong communication skills both oral and in writing; SACE registration certificate. Valid driver’s license. The following will be an advantage:  Knowledge of and experience in research on the latest developments related to the curriculum transformation, teaching, learning and assessment methodologies particularly in Mathematics. Knowledge and understanding of ICT in Education, as it relates to the teaching and learning of Mathematics.

DUTIES
:
Coordination of the implementation of curriculum and assessment frameworks and providing leadership in Mathematics Learning Area throughout the province;  Coordination of the implementation of the School based and external assessment.  Mediation of National and Provincial policies. Capacity building programmes for district facilitators and teachers. Development and implementation of appropriate strategic intervention programmes.  Development of learning and teaching support materials; Coordinate and participate in the provincial MST processes, Ability to work independently as a member of the team. Operational planning, and monitor all allocated funds.  Generation of programme and project reports; reporting to CES for Intersen

ENQUIRIES
:
Phumelele Tloubatla TEL  011 355 0390

CLOSING DATE
:
05 October 2007

POST 38/236
:
DEPUTY CHIEF EDUCATION SPECIALIST (SOCIAL SCIENCES COORDINATOR) REF No: 70045470



Directorate: Curriculum Development – General Education And Training.



Sub-Directorate: Intersen

SALARY
:
R278 127 per annum (Plus Benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET).  Evidence of experience and in-depth knowledge and understanding of Social Sciences Learning Area content, teaching and learning methodologies and assessment practices; Proven experience in managing people, projects and finances and the ability to plan strategically. Computer literate in Word, Power Point and Excel programmes. Ability to work under pressure and willingness to work extra hours; Strong communication skills both oral and in writing; Analytical and report writing skills.    SACE registration certificate. Valid driver’s license. The following will be an advantage:  Knowledge of and experience in research on the latest developments related to the curriculum transformation, teaching, learning and assessment methodologies particularly in Social Sciences. Knowledge and understanding of ICT in Education, as it relates to the teaching and learning of Social Sciences.

DUTIES
:
Coordination of the implementation of curriculum and assessment frameworks and providing leadership in Social Sciences Learning Area throughout the province;  Coordination of the implementation of the School based and external assessment.  Mediation of National and Provincial policies. Capacity building programmes for district facilitators and teachers. Development and implementation of appropriate strategic intervention programmes.  Development of learning and teaching support materials.  Ability to work independently as a member of the team. Operational planning, and monitor all allocated funds.  Generation of programme and project reports; reporting to CES for Intersen

ENQUIRIES
:
Phumelele Tloubatla TEL 011 355 0390

CLOSING DATE
:
05 October 2007

POST 38/237
:
DEPUTY CHIEF EDUCATION SPECIALIST (TECHNOLOGY COORDINATOR)REF No: 70045471



Directorate: Curriculum Development – General Education And Training.



Sub-Directorate: Intersen

SALARY
:
R278 127 per annum (Plus Benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET). Evidence of experience and in-depth knowledge and understanding of Technology Learning Area content, teaching and learning methodologies and assessment practices. Proven experience in managing people, projects and finances and the ability to plan strategically. Computer literate in Word, Power Point and Excel programmes. Ability to work under pressure and willingness to work extra hours; Strong communication skills both oral and in writing; Analytical and report writing skills.  SACE registration certificate. Valid driver’s licence. The following will be an advantage:  Knowledge of and experience in research on the latest developments related to the curriculum transformation, teaching, learning and assessment methodologies particularly in Technology and understanding of ICT in Education, as it relates to the teaching and learning of Technology.

DUTIES
:
Coordination of the implementation of curriculum and assessment frameworks and providing leadership in Technology Learning Area throughout the province;  Coordination of the implementation of the School based and external assessment.  Mediation of National and Provincial policies. Capacity building programmes for district facilitators and teachers. Development and implementation of appropriate strategic intervention programmes.  Development of learning and teaching support materials.  Ability to work independently as a member of the team. Operational planning, and monitor all allocated funds.  Generation of programme and project reports; reporting to CES for Intersen.

ENQUIRIES
:
Phumelele Tloubatla TEL 011 355 0390

CLOSING DATE
:
05 October 2007

POST 38/238
:
DEPUTY CHIEF EDUCATION SPECIALIST (COORDINATOR LANGUAGES – ENGLISH AND AFRIKAANS) REF No: 70045472



Directorate: Curriculum Development – General Education And Training.



Sub-Directorate: Intersen

SALARY
:
R278 127 per annum (Plus Benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET).  Evidence of experience and in-depth knowledge and understanding of Languages as a Learning Area and as medium of teaching and learning with regards to content, teaching and learning methodologies and assessment practices; knowledge and understanding and implementation of Language in Education Policy; Proven experience in managing people, projects and finances and the ability to plan strategically. Computer literate in Word, Power Point and Excel programmes. Analytical and report writing skills.  Ability to work under pressure and willingness to work extra hours; Strong communication skills both oral and in writing; SACE registration certificate; Valid driver’s license. The following will be an advantage:  Knowledge of and experience in research on the latest developments related to the curriculum transformation as it relates to Languages.  Knowledge and understanding of Additive Multilingualism and the latest methodologies in the teaching and learning of languages both as LOLT and Learning Area. Knowledge and understanding of ICT in Education.  

DUTIES
:
Coordination of the implementation of curriculum and assessment frameworks and providing leadership in the Languages Learning area throughout the province;   Mediation of National and Provincial policies. Participation in National curriculum processes. Capacity building programmes for district facilitators and teachers. Development and implementation of quality strategic intervention programmes.  Development of learning and teaching support materials. Coordinate and participate in the literacy strategy in line with other provincial interventions to improve learner performance. Ability to work independently as a member of the team. Generation of programme and project reports; reporting to CES for Intersen

ENQUIRIES
:
Phumelele Tloubatla TEL 011 355 0390

CLOSING DATE
:
05 October 2007

POST 38/239
:
DEPUTY CHIEF EDUCATION SPECIALIST (ASSESSMENT COORDINATOR) REF No: 70045473


Directorate: Curriculum Development – General Education And Training



Sub-Directorate: Foundation Phase

SALARY
:
R278 127 per annum (Plus Benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
 An appropriate Bachelor’s Degree or equivalent qualifications backed by at least 7 years teaching experience. A sound knowledge of all major relevant education legislation and policies, particularly those having a direct impact on curriculum; A sound understanding of curriculum transformation issues and capacity building processes in education; A sound knowledge, understanding and experience of Outcomes Based Education (OBE) and the National Curriculum Statement (NCS) for General Education and Training (GET). Evidence of experience and in-depth knowledge and understanding of Assessment policy and practices; Proven experience in managing people, projects and finances and the ability to plan strategically. Computer literate in Word, Power Point and Excel programmes. Analytical and report writing skills.  Ability to work under pressure and willingness to work extra hours; Strong communication skills both oral and in writing;  SACE registration certificate; Valid driver’s license.  The following will be an advantage:  Knowledge of and experience in research on the latest developments related to the curriculum transformation, teaching, learning and assessment practices and methodologies and recording and reporting particularly using ICTs.

DUTIES
:
Coordination of the implementation of assessment frameworks and providing leadership on Outcomes-Based Assessment throughout the province; Mediating of policy in the field of assessment. Promoting quality and authentic assessment practices as integral to teaching and learning. Monitoring and reporting on the teaching, learning and assessment and recording and reporting on learner performance in the Foundation phase. Development of learning and teaching support materials with exemplars of assessment activities. Ability to work independently as a member of the team. Generation of programme and project reports; reporting to CES for Foundation Phase.

ENQUIRIES
:
 Phumelele Tloubatla TEL 011 355 0390

CLOSING DATE
:
05 October 2007

POST 38/240
:
DEPUTY CHIEF EDUCATION SPECIALIST (7 POSTS) REF NO: 70045474


Directorate: Interventions, Governance & Monitoring
SALARY
:
R278 127 per annum (plus benefits)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate 3 year qualification or equivalent accompanied by 7 years experience in education and registered with SACE. An understanding of Gauteng Provincial Government’s strategic vision, priorities and public service legislation. A thorough knowledge of all policies and legislation governing education in South Africa. An in-depth knowledge of change management, strategies and interventions as well as conflict management within Gauteng Department of Education. Demonstrate understanding of governance issues and be able to communicate them to communities. A thorough knowledge of the NQF, NCS and OBE. Proven experience in managing people, projects and finances and the ability to plan strategically. Candidate must be willing to work irregular hours and travel extensively. As travelling is required, a valid driver’s licence is essential. Analytic and project management skills. People management and financial management skills. Sound communication, report writing as well as problem solving skills. Conflict resolution and situational analysis skills. Use of Microsoft Office and MS Word. Experience in MS Excel and PowerPoint will be a strong recommendation).

DUTIES
:
The development and maintenance of an effective school management system, requiring the incumbent to give sound advice on a broad range of education topics to principals, learners and parents. Be responsible for the management, control and promotion of teaching and learning in poor performing schools. Assist in the establishment, capacity building and promotion of meaningful communication among schools, School Governing Bodies, Representatives Council of Learners, Local Education and Training Units, District Education and Training Councils, communities and the department. Give professional support to IDS officials and Learning Area Facilitators in rendering effective support services to schools. Monitor and ensure policy developments and implementation, effective education service delivery at districts, school sites and promoting labour peace. Be able to detect warning signals in the course of managing interventions and develop viable mechanisms to arrest any possibility of both dysfunctional and poor education service delivery at districts and schools. Compile and take full responsibility for regular reports forwarded to the Chief Education Specialists advising on official utilization of resources and maximizing action to leverage strategies for quality improvement.

ENQUIRIES
:
Mr. Wesley Jacobs, tel. (011) 355 - 0576.

CLOSING DATE
:
05 October 2007

POST 38/241
:
DEPUTY CHIEF EDUCATION SPECIALIST (06 POSTS)



Directorate: Curriculum Development FET/ABET
SALARY
:
R278 127 per annum (Plus benefits)

CENTRE

Head Office



Economics, Accounting & Business Economics, Ref No: 70045583



Office Administration & Management, Ref No: 70045585



Physical / Life sciences, Ref No: 70045587



Engineering Graphics and Design, Ref No:70045701



Hospitality, Travel & Tourism Ref No: 70045588



Mechanical Technology Ref No: 70045589
REQUIREMENTS
:
A minimum of seven years teaching experience .A minimum of REQV 13, including a    Bachelor’s degree with the relevant specialisation or majors. Hands-on experience and knowledge in teacher development and curriculum development policy and practice. A sound knowledge of the National Qualification Framework and Outcomes - Based Education (OBE). An understanding of transformation issues and capacity building processes in education. Ability to co-ordinate projects and processes involving a variety of players. Ability to work independently as well as in a team. Advanced computer literacy in MS Word, Excel, PowerPoint. A valid drivers licence. The following will be an advantage: Experience in both the College and schools sector A commitment to participative management, teamwork, innovative leadership, The ability to communicate at ease at all levels. Cross-field knowledge and experience in research, teacher and materials development. Experience in liaison with all stakeholders. An understanding of education transformation and curriculum development 

DUTIES
:
Co ordinate all curriculum and teacher development and support initiatives relevant to the Phase, specialty in the sub-directorate listed above. Ensure the enhancement and expansion of the capacity of educators to be effective facilitators and mediators of learning. Developing appropriate and implement able short, medium and long-term strategies and projects to achieve the above Structure and facilitate constructive relationships with various teacher and curriculum development providers in the community, private, government and non-government sectors. Ensure the establishment and sustenance of appropriate systems, structures, mechanisms, processes and procedure to facilitate the development, support and maintenance of curriculum implementation. Financial management and control
ENQUIRIES
:
Mr. Jabu Malindi tel: - 011 – 355 0796

CLOSING DATE
:
05 October 2007

POST 38/242
:
DCES: LABOUR RELATIONS (3 POSTS)


Directorate: Human Resource Development:  Labour Relations Unit

SALARY
:
R278 127 per annum (plus benefits)

CENTRE
:
District



Tshwane North Ref No: 70045475



Gauteng North Ref No: 70045601



Johannesburg West Ref No: 70045602

REQUIREMENTS
:
Applicants with a strong background in labour relations practices and procedures in the public sector, couple with a three year post Matric qualification in teaching Seven (7) years experience in teaching. Knowledge of the labour relations legal framework and good human relation skills are invited to apply. Experience in conflict resolution and negotiating skills will be a strong recommendation. A post-Matric qualification in Labour Relations or human resource management will be an advantage. Good written and verbal communication skills. Ability to work independently as well as in a team. Computer literate. Analytical and report writing skills. Valid driver’s license

DUTIES
:
Assist with the administration, monitoring of and advise on the execution of labour relations policy. Develop and maintain operational labour relations policies. Mediate labour conflict Evaluate and monitor the organizational climate. Develop and facilitate negotiation structures and practices. Liaise with institutions and unions and set up disciplinary hearings. Further oversee the setting up of conciliations and arbitrations and represent the Gauteng Department of Education at the labour and research items for bargaining Chamber / Council Finance management and control

ENQUIRIES
:
Mr. C Schutte- tel (012) 304 5486 (TN)



Ms H. Kekana - tel. (012) 324-2071 (GN)



Ms M. Sandlana - tel. (011) 831-5300 (JW)

CLOSING DATE
:
05 October 2007

POST 38/243
:
DEPUTY CHIEF EDUCATION SPECIALIST REF NO: 70045579


Directorate: Performance Management Systems 



Sub-Directorate: Educator Performance Management Systems

SALARY
:
R198 072 – R268 281 p.a. (Plus benefits)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate and recognised three-year degree or an appropriate, recognised three year qualification which must include training as a teacher plus a minimum of 7 years teaching experience. An in-depth knowledge and experience in Performance Management systems applicable for educators in GDE(  Knowledge of relevant Collective Agreements, education policies, legislation, regulations and procedures (  Leadership and strategic thinking skills (  Proven experience in project/program management, finances and the ability to plan strategically (  Excellent report writing, analytical, people management and computer skills (electronic data management) (  Strong communication, facilitation, interpretative, analytical and research skills (  Ability to maintain sound interpersonal relations (  Knowledge and /or experience in skills development activities (  A willingness to work extensive hours and to travel when required (  A valid driver’s licence (  Ability to co-ordinate activities(  The ideal candidate must have the necessary skills to facilitate and ensure performance management and development, for all GDE personnel.

DUTIES
:
( The incumbent will be part of a team of specialists who will manage the performance management strategy systems and processes for educators (  Coordinate the monitoring, evaluation, development and implementation of performance management systems processes and policies (  Ensure adherence to performance management cycles (  Ensure the moderation of performance management scores (  Analyse performance management systems outcomes (  Facilitate the implementation of performance management system outcomes (  Collect and analyse reports from the districts ( Compare the performance of educators with learner achievement ( Set in place strategies to align teacher performance with learner achievement in order to enhance the quality of learning and teaching. (  Establish linkages between this Directorate , other Directorates and relevant stakeholders (  Design and co-ordinate all monitoring processes for the Integrated Quality Management and the Performance Management and Development System for Office-based Educators including the implementation, moderation, quality assurance  and verification of scores (  Perform other related duties as assigned.

ENQUIRIES
:
Chris Bouwer Tel (011) 355-0395

CLOSING DATE
:
05 October 2007

POST 38/244
:
DEPUTY CHIEF EDUCATION SPECIALIST (13 POSTS)


Directorate: Human Resource Management 



Sub-Directorate: Performance Management Systems

SALARY
:
R198 072 – R268 281 p.a.(Plus benefits)

CENTRE
:
District Offices 



Johannesburg North Ref No: 70045582



Johannesburg East Ref No: 70045581



Tshwane South Ref No: 70045580



Ekurhuleni North Ref No: 70045670



Ekurhuleni South Ref No: 70045671



Gauteng East Ref No: 70045672



Gauteng West Ref No: 70045673



Johannesburg South Ref No: 70045631



Johannesburg Central Ref No: 70045632



Johannesburg West Ref No: 70045633



Sedibeng East Ref No: 70045634



Sedibeng West Ref No: 70045635



Tshwane West Ref No: 70045636

REQUIREMENTS
:
( Qualifications:( An appropriate and recognised three-year degree or an appropriate, recognised three year qualification which must include training as a teacher plus a minimum of 7 years teaching experience. To implement Personnel Performance Management systems and processes within the District Office and Institutions● An in-depth knowledge and experience in Performance Management systems applicable to all GDE employees(  Knowledge of relevant Collective Agreements, policies, legislation, regulations and procedures ( The ability to lead and manage a team/unit● Leadership and strategic thinking skills (  Proven experience in project/program management, finances and the ability to plan strategically (  Excellent report writing, analytical, people management and computer skills (electronic data management) (  Strong communication, facilitation, interpretative, analytical and research skills (  Ability to maintain sound interpersonal relations (  Knowledge and /or experience in skills development activities (  A willingness to work extensive hours and to travel when required (  A valid driver’s licence (  Ability to co-ordinate activities(  The ideal candidate must have the necessary skills to facilitate and ensure performance management and development, for all GDE personnel.

DUTIES
:
( The incumbent will be part of a team of specialists who will manage the performance management strategy systems and processes for educators (  Coordinate the monitoring, evaluation, development and implementation of performance management systems processes and policies (  Ensure adherence to performance management cycles (  Ensure the moderation of performance management scores (  Analyse performance management systems outcomes (  Facilitate the implementation of performance management system outcomes (  Collect and analyse reports from institutions (  Compare the performance of educators with learner achievement ( Set in place strategies to align teacher performance with learner achievement in order to enhance the quality of learning and teaching. (  Establish linkages between the district, institutions and relevant stakeholders (  Co-ordinate the implementation and monitoring processes for all Performance Management systems, including the implementation, moderation, quality assurance  and verification of scores (  Perform other related duties as assigned.

ENQUIRIES
:
Ms J. Moema tel. 012 400-4801 (TS)



Mr B. Matabane tel. 011 666-9002 (JE)



MS P. Thabethe tel. 011 694-9357 (JN)



Mr. E. Tau tel 011 746-8098 (EN)



Mr. M. Nkonyana tel 011 398-6142 (ES)



Ms. B. Mabuya tel 011 684-6163 (GE)



Mr. P. Skosana tel 011 953-1313 (GW)



Mr. S. Mkhulusi tel 011 983-2308 (JC)



Mr. L. Jacobs tel 011 854-6421 (JS)



Ms. M. Sandlana tel 011 831-5300 (JW)



Ms. S Beg tel 016 440-1767 (SE)



Mr. D Thinane tel 016 933-3300 (SW)



Mr. T. Makofane tel 012 702-8596 (TW)

CLOSING DATE
:
05 October 2007

POST 38/245
:
DCES: ECD AND FOUNDATION PHASE (9 POSTS)


Directorate: Curriculum Delivery: ECD and Foundation Phase Unit

SALARY
:
R198 072 – R229968 per annum (Plus Benefits)

CENTRE
:
District



Tshwane North Ref No: 70045603



Gauteng North, Ref No: 70045604



Johannesburg North, Ref No: 70045605



Johannesburg West, Ref No: 70045606



Johannesburg East Ref No: 70045607



Tshwane South Ref No: 70045608



Gauteng West Ref No: 70045655



Johannesburg South Ref No: 70045656



Johannesburg Central Ref No: 70045657

REQUIREMENTS
:
An appropriate three year recognized Bachelor’s Degree or equivalent qualification backed by at least seven (7) years’ teaching experience or a three year teacher qualification or degree/diploma Proven management and leadership abilities. Hands-on experience and knowledge in teacher development and curriculum development and practice. A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS. A sound understanding of transformation issues and capacity building process in education. Proven experience in managing people, projects and finances and the ability to plan strategically. Good written and verbal communication skills Ability to work independently as well as in a team. Computer literate. Strong interest. Analytical and report writing skills. Valid driver’s license

DUTIES
:
Managing the ECD and Foundation Unit. Management of human resources in the ECD and Foundation Unit. Facilitating curriculum and teacher development and support initiatives relevant to ECD and Foundation Unit. Ensuring the enhancement and expansion of the capacity of educators to be effective facilitators and mediators of learning. Ensuring the establishment and substance of appropriate structures, mechanisms, processes and procedure to facilitate the development and implementation of curriculum. Developing appropriate and implementable short, medium and long-term strategies and projects to achieve the above. Structuring and facilitating constructive relationships with various teacher and curriculum development providers in the community, private, government and non-government sectors. Plan and develop policies for supporting the management of ECD and Foundation Phase educators and programmes. Establish and maintain systems for supporting strategic planning in ECD and Foundation Phase classes. Monitor the quality of institutions Finance management and control

ENQUIRIES
:
Ms. Rachel Mekwa (012) 304 5320 (TN)



Ms H. Kekana - tel. (012) 324-2071 (GN)



Ms M. Sandlana - tel. (011) 831-5300 (JW)



MS P. Thabethe- tel. (011) 694-9357 (JN)



Mr B. Matabane - tel. (011) 666-9002 (JE)



Ms J. Moema- tel. (012) 400-4801 (TS)



Mr. P Skosana tel (011) 953-1313 (GW)



Mr. L Jacobs tel (011) 854-6421 (JS)



Mr. S Mkhulusi tel (011) 982-2308 (JC)

CLOSING DATE
:
05 October 2007

GAUTENG SHARED SERVICE 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

MANAGEMENT ECHELON

POST 38/246
:
RISK MANAGER REF NO 70045577


Directorate: Corporate Services

SALARY
:
R502 725.00 – R541 284.00 per annum (plus benefits) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
A business relevant degree, preferably postgraduate degree. A professional qualification e.g. CIA/CCSA/CA (SA). A at least five years experience in risk management ,3 of which must be at management level. The candidate should have good communication, diagnostic and advisory negotiation  skills, should be analytical. 

DUTIES
:
To Manages all aspects of Risk Management of GSSC, provide recommendation and solution to reduce the degree of exposure for the GSSC. Assume accountability for Enterprise-wide Risk management (ERM) through co-ordination of, identification, measurement and mitigation of GSSC corporate and development risk, Manage liability, professional indemnity, contractors, all risk and give advice. Ensure all GSSC staff complies with all relevant legislation. Co-ordinate  GSSC control Self Assessment  workshop. Promote awareness about Risk Management throughout GSSC. Facilitate the compilation of Risk mitigation plans. Monitor GSSC Management’s  implementation of mitigation plans. Update  BCP’s / DRP’s  at Business level as an when the need arise. Test GSSC BCP/DRP bi-annually . Report on the outcome of schedule BCP test to GSSC Management. Monitor GSSC Management implementation recommended corrective action. Monitor implementation of the GSSC Fraud prevention plan.

ENQUIRIES
:
Khusela Sangoni (011) 689 8261

CLOSING DATE
:
09 October 2007

OTHER POST
POST 38/247
:
SPECIALIST: GENERIC TRAINING AND INDUCTION (GENERALIST) – REF. NO.: 70045728



Directorate: HR Services

SALARY
:
R196 815 – R228 492 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
B Degree and relevant experience. Minimum 2 years Public Sector experience. Minimum 3 year HR transactional experience in HR Training. Assessor qualification essential. Assessment tool, course design and moderator qualification will be an advantage. Person Profile: Customer focused, team worker, diversity awareness, proactive and resourceful, detail oriented, flexible/change oriented, cost conscious, quality oriented, responsive, innovative, credible and problem solving ability.

DUTIES
:
To deliver training according to unit standards. Customize training to suit the needs of the GPG departments. Deliver and facilitate training that is aligned to best practices. Liaise with departments to ensure that their training needs are met. Workshop facilitation and ability to use technology to assist business processes. Identify and develop new training programmes in line with the registered unit standards. Compliance in training as stipulated in the Letter of Engagement signed with the departments. Quality assure the design, implementation and assessment processes of the training programmes. Keep abreast with legislative developments, policies and current market trends with regard to training. Running, analyzing and reporting on training trends of SAP R/3 on a monthly basis. Provide strategic and operational inputs. Research training trends as well as innovative delivery solutions.

ENQUIRIES
:
Pheello Potsane, Tel. No.: (011) 689-6258

CLOSING DATE
:
05 October 2007
DEPARTMENT OF HEALTH

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

OTHER POSTS

POST 38/248
:
CMO/ SENIOR SPECIALIST (EMERGENCY SERVICES) REF NO: 70045807


Directorate: Gauteng

SALARY
:
R369 000 per annum (All Inclusive Package)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Registration with HPCSA as Medical Practitioner - Mbch B Degree - Emergency Medicine Specialty (preferable). Specialist in Surgery – Family Medicine, more than 5 years experience, ATLS, Ability to work under pressure. Manage medical disaster. Recourse allocation and planning in general as well as monitoring and evaluation, support and reporting. Recommendation: Experience in emergency medicine, health services management experience, teaching experience, computer literacy.

DUTIES
:
Co-ordinate and facilitate Emergency Department at Tembisa Hospital. Support Medico Legal, Health Care Act, and EMS Services. Improve teaching and learning in Emergency Department for under graduate Interns, Community Service Doctors. Engage in research activity for improvement of service delivery. Support Hospital Health Planning, information and expenditure reviews. Organize and coordinate Disaster Plan of Tembisa Hospital. Report to Head of Department (Surgery/ Senior Clinical Executives).

ENQUIRIES
:
Dr M. Radulescu, Tel: (011)923 2052

CLOSING DATE
:
15 October 2007

POST 38/249
:
DEPUTY DIRECTOR: HUMAN RESOURCES REF NO: 70045467



Directorate: Human Resource

SALARY
:
R311 358 – R360 909 per annum (All Inclusive Package)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
A recognised three year Diploma/Bachelor’s Degree. 10 years experience in Human Resource discipline of which 7 years must be managerial. A strong understanding of the Human Resource and Public Service Legislative. Framework and recent developments in this area. Sound knowledge of Human Resource Systems. e.g. Performance Management system. Must have strong facilitation skills. Recommendations:  Knowledge of Persal. Computer literacy (Ms Word, Excel, PowerPoint). Excellent written and written and verbal communication skills. Good Interpersonal relations.

DUTIES
:
Co-ordinate and manage all activities within salary and leave administration which include: RWOPS and foreign health workers. Provide advice and support around Human Resource Management. Monitor the recruitment and selection processes. Oversee processes with in Training and Development and Internship programme, Employment Equity, Employee Wellness and moral, incapacity leave, absenteeism. Active involvement regarding Labour Relation issues. Develop, maintain and co-ordinate the formulation of internal HR policies (within the framework of applicable legislation). Monitor compliance within HR delegation.

ENQUIRIES
:
Ms C. Rabotapi Tel (011) 933 9091

CLOSING DATE
:
01 October r 2007

POST 38/250
:
PRINCIPAL MEDICAL OFFICER-ARV/ART CLINIC REF NO: 70045821
SALARY
:
R 311 358 per annum (all inclusive package) plus 15% scarce skills allowance

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
MBChB.  Registration with the HPCSA as a General Practitioner. Completion of Internship and Community service.

DUTIES
:
Clinical management of adult and Paediatric ARV clinics. Training of undergraduate students and doctors in HIV management.  Participation in research.

ENQUIRIES
:
Dr. Oosthuizen Tel (012) 354 5960

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/251
:
ASSISTANT DIRECTOR: INFORMATION TECHNOLOGY REF NO: 70045650
SALARY
:
R 196 815 per annum (Plus benefits)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
A National Diploma in Information Technology or MCSE. A+ and N+ and experience on MEDICOM system experience in management will be a recommendation. Sound verbal and written communication skills.

DUTIES
:
Develop, analyse and manage an information management system for hospital management. Develop and implement operational plans, monitor and evaluate progress, Mediate between the user/ institutional needs and possible MEDICOM system adjustment. Manage the Information Technology budget. Plan and implement the upgrading of the networks and computer hardware/ software. Monitor and provide an overall training program for the institution. Manage the integrity and uptime of the information system in the institution. Implement and maintain the policy, procedures and standards related to the information system i.e. system security access to the system and reporting on the system. Provide 24 hours information technology support services. Manage human, material financial resources in IT Department.

ENQUIRIES
:
Mr C.M. Riba Tel: (011) 389 0589

CLOSING DATE
:
10 October 2007

POST 38/252
:
PRINCIPAL PHARMACIST-ARV REF NO: 70045823
SALARY
:
R 172 449 per annum (plus benefits) plus 15% scarce skills allowance

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
An appropriate recognized four year Bachelor’s degree or equivalent qualification in Pharmacy.  Registered with SAPC and relevant experience.  Knowledge of ARV medicines and ability to apply the following document is required:  South African Act, South African Medicines Control Act and Public Finance Management Act.

DUTIES
:
Dispensing ARV medicines.  Provisioning, training, control and supervision of personnel. Doing quality control, statistics, security maintenance and general service delivery. 

ENQUIRIES
:
Mr.J. Kapanga Tel (012) 354 5778 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/253
:
ASSISTANT DIRECTOR: (CHWP) (EPWP) COORDINATION OF TRAINING/ DEVELOPMENTREF NO : 70045733


Directorate: District Health Services Support 

SALARY
:
R 157 686 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Bachelor’s Degree in Health/ Social Sciences. Experience in training and development. Knowledge of Community Health Worker Programme, Non-governmental and Community Based Organisations.

DUTIES
:
Strengthen the implementation, development and co-ordination of the Community Health Worker Programme(CHWP)/Expanded Public Works Programme (EPWP). Strengthen and develop the Social Cluster CHWP/EPWP in HCBC and other sectors. Strengthen the career pathing activities for communities, accreditation of training providers, Mentor and educate NGOs/ CBOs, CHWs/Learners as well as communities and Expansion of HCBC and HIV/AIDS Care programmes, Ward Based Structures, Umsobomvu and other donors. Implement and monitor the skills development, job creation and poverty relief programmes. Apply PFMA,NGO/CBO policy and Treasury prescripts. Engage in activities supportive of government initiatives to bridge the gap of growing and large numbers of unskilled and unemployed communities. Update and maintain a provincial register/data  base of the CHWs, participating NGOs and training providers. Strengthen the inplantation of the CHWP/EPWP through established standards and protocols. Liaise with health priority programmes. Supervise, develop and appraise performance of subordinates.

ENQUIRIES
:
Mrs S. Schneider Tel: (011) 355 3553

CLOSING DATE
:
9 October 2007

POST 38/254
:
CHIEF OCCUPATIONAL HYGIENIST (3 POSTS REF NO: 70045729



Directorate: Health Care Waste & Occupational Hygiene Risk Management

SALARY
:
R 132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg/ Pretoria

REQUIREMENTS
:
An appropriate 4-year Bachelor’s degree or equivalent. Code EB driver’s licence. Ability to implement and manage Occupational Hygiene and Safety policies, norms, standards and SOPs. Good computer and project management skills, interpretation and management of legislation. Experience in litigation and risk assessments. Registration as an Occupational Hygienist/ Assistant/ Technologist with SAIOH.

DUTIES
:
Conduct & manage compliance auditing, risk assessments & analyse processes in all GHD facilities to determine OHS risks, do risk rankings/ ratings & introduce appropriate interventions. Facilitate compliance to all OHS and Labour legislation. Assist in the development & application of OHS systems. Determine training needs, recommend relevant interventions, provide & manage training programmes, ensure & manage sustainable awareness programmes. Plan, co-ordinate and operationalise the activities of the sections OHS in collaboration with the Sub-directorate Manager. Identify appropriate research needs. Support all GDH facilities with the interpretation & application of relevant legislation. Address and manage all complaints relevant to the field of OHS & Health Care Waste. Support the programme Manager in MTEF planning, development & application of policy, norms and standards. Manage the maintenance & calibration of instrumentation used for risk assessments. Manage all OHS requirements during building/ upgrading/ renovation of facilities.  

ENQUIRIES
:
P.J. Brits Tel: 082 774 2919/ (012) 303 - 9040

CLOSING DATE
:
9 October 2007

POST 38/255
:
CHIEF PERSONNEL OFFICER (TRAINING AND DEVELOPMENT) REF NO: 70045649
SALARY
:
R 132 054 per annum (Plus Benefits)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
Relevant three (3) year Diploma/Degree. Computer Literacy. Communication and training skills are highly recommended.

DUTIES
:
The officer will be required to: implement the HRD policy of the GHD. Develop and implement training and development strategies for training of staff. Develop and implement training and development operational plans and monitor and evaluate progress. Conduct skills audit and develop workplace skills plan and cut across all departments. Develop a three year training plan with Budget, develop training development program and implement, monitor and evaluate effectiveness. Ensure effective running of ABET. Co-ordination of learner ship / internship programs and skills development of staff. Ensure a high platform of learning for staff. Ensure effective reporting on training progress, budget and new plans. Overall management of training activities including professional development ABET and other activities related to staff development.

ENQUIRIES
:
M.r.Cornelius Riba Tel: (011) 389 0589

CLOSING DATE
:
10 October 2007

POST 38/256
:
FACILITY MANAGER REF NO: 70045805


Directorate: Facility Management Unit 

SALARY
:
R132 054 per annum (Plus Benefits)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualification. At least a minimum experience of 2 to 5 years as the Handyman. Knowledge of OHS (Occupational Health and Safety Act.) Public Financial Management etc. Communication, Computer literacy and Good interpersonal skills will serve as an added advantage. 

DUTIES
:
Ensure that there is a common code of practice and compliance with procedures, effective and efficient resource management maintenance and development of infrastructure. Ensure that all facilities adhere to the provision of Section 3B of PFM (Act. no 1 of 1999). Guide management, advice and report to the relevant stakeholder e.g. management etc. Management of periodic contracts. Building audits. Ensure that correct and efficient pest control is implemented. Monitor and allocate FMU and Horticulture budget. Ensure user friendly access to facilities. Support/ advise in Occupational Health and Safety issues. Improve landscaping, signage, paving repair, toilet leaks, roof leaking basin and structural cracks. Attending all line managers meters meeting and feedback in details on the following: Contractor’s progress. Progress reports on completed projects to date in terms quality and quantity. Address any challenges that might have surfaced during the progress of the project. Ensure that payment will only be done for work satisfaction completed. (Work to be verified by FMU before processing payments. Reporting on all site meeting with the Works Department Inspectors Contractors etc.

ENQUIRIES
:
Mr S.J Mokoala, Tel: (011)923 2093 

CLOSING DATE
:
15 October 2007

POST 38/257
:
CHIEF PROFESSIONAL NURSE (TRAUMA) REF NO: 70045645
SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Registration with the SANC as a Professional Nurse.  Diploma in General Nurse, Psychiatry and Community.  5 years experience as a Senior Professional Nurse in Trauma and Emergency Unit.  Good interpersonal and communication skills.  The candidate should be willing to work shifts.

DUTIES
:
Setting of standards in the accident and emergency unit.  Initiate resuscitation of patients in the absence of the doctor.  Assess critically ill patients and implement nursing care.  Supervise, mentor and evaluate nursing personnel in the unit.  Compile reports on a monthly basis regarding patient care and evaluation of subordinates (PMDS). 

ENQUIRIES
:
Ms.N.C. Nhlangothi Tel (012) 841 8300

FOR ATTENTION
: 
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/258
:
CHIEF PROFESSIONAL NURSE (ARV CLINIC) REF NO: 70045640

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Diploma in General Nursing and registration with SANC as a Professional Nurse.  Knowledge and experience in TB, HIV/AIDS treatment care.  Good communication, interpersonal and have counselling and conflict management skills.

DUTIES
:
Manage patient care ART, MTCT, VCT, TB and HIV/AIDS related and complete support TB focal points.  Ensure that TB patients are assessed and placed on ART.  Support the community based organisations and family of HIV/AIDS and TB patients.  Assess critically ill patients and implement nursing care.

ENQUIRIES
:
Ms.B. Matlala Tel (012) 841 8300

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/259
:
CHIEF PROFESSIONAL NURSE ARVCLINIC (2POSTS) REF NO: 70045638
SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Bachelor’s degree in Nursing or 4 year Diploma in Nursing.  Registration with SANC.  At least 1 year practical experience in HIV/AIDS, STI and TB Management.  Training in HIV/AIDS Management will be an added advantage.   Good data management and communication skills.  Knowledge of referral systems of HAST programmes.  Clear understanding of policies and legislation related to HIV/AIDS.  Must be prepared to work under pressure.

DUTIES
:
Implementation of all HIV/AIDS, STI and TB programmes within the institution.  Work with all relevant stakeholders to ensure effective implementation of the programme.  Strict adherence to national guidelines on HIV/AIDS Management.  Carry out any duties to promote service delivery.

ENQUIRIES
:
Sr. R.E. Raphela Tel (012) 354 5927

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/260
:
CHIEF PROFESSIONAL NURSE REF NO: 70045494


Directorate: P.H.C

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

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Registration with the South African Nursing Council (SANC) as a General Nurse, Community Health Nurse and Midwife. Recommendations:  Knowledge on the Tuberculosis disease and program. Communication  skiils, Labour Relation skiils, management skills, Customer Care, Computer literacy, Problem solving skills and relevant knowledge of how to supervise staff and patients. Quality of work life skills and infection control skills.

DUTIES
:
Ensure that patient care is carried out according to the scope of practice as laid down by the South African Nursing Council. Assist with active Nursing Council. Assist with active Nursing care where possible. Provide a quality assurance program. Compile a patient care procedure manual.  Take and hand over patient care reports. Apply nursing audit. Do regular ward rounds. Evaluate work procedures. Correct standards of procedures. Compile patient guidance/education programmes. 

ENQUIRIES
:
Mr M.A. Pitsi Tel (011) 816 1004

CLOSING DATE
:
28 September 2007

POST 38/261
:
CHIEF COMMUNITY LIAISON OFFICER REF NO: 70045732


Directorate: District Health Services Support 

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Metsweding

REQUIREMENTS
:
Degree/ National Diploma in Social/ Health, Economic and Development Services. Knowledge of Community Health Worker Programme (CHWP)/ Expanded Public Works Programme (EPWP). Experience working with non-governmental organisations.

DUTIES
:
Support the implementation of CHWP/ EPWP within the health districts. Mentor and educate the NGOs/ CBOs, CHWs/ Learners/ Volunteers & the community at district level. Strengthen, support & capacitate NGOs/ CHWs. Liaise with relevant sectors & communities, ward based structures within the CHWP/EPWP. Engage in training, development and poverty relief activities of the CHWP/ EPWP within the districts. Apply the PFMA, NGO/ CBO and Treasury prescripts. Establish and maintain a CHW/ participating NGO register/ data base in the districts. Expansion of HCBC and ECD services. Monitoring & evaluation of the programme within the districts and sub-districts. Support the CHWP/ EPWP through delegated tasks.

ENQUIRIES
:
Mrs S. Schneider Tel: (011) 355 3553

CLOSING DATE
:
9 October 2007

POST 38/262
:
ADMINISTRATIVE OFFICER (HEALTH CARE WASTE MANAGEMENT) REF NO: 70045730



Directorate: Health Care Waste & Occupational Hygiene Risk Management

SALARY
:
R 106 335 – 123 456 per annum

CENTRE
:
Central Office, Johannesburg/ Pretoria

REQUIREMENTS
:
An appropriate 3-year Bachelor’s degree or equivalent. Code EB driver’s licence. Contract and project management skills within the context of the PFMA and Treasury guidelines. Good computer skills. Interpretation and management of legislation. Communication and report writing skills.

DUTIES
:
Application and management of the appropriate legislation impacting on Health Care Waste. Oversee all the administrative processes in the Sub-directorate. Manage and enforce all the provisions of contracts in place. Prepare and interpret monthly statistical and financial reports. Manage all administrative project management activities within the framework of the PFMA. Manage all budgeting and expenditure activities in the Sub-directorate. Administrative hazard analysis, risk assessment & subsequent management there-of. Execute a wide range of administrative functions in accordance with the strategic plan of the Department. Ensure appropriate financial control systems are developed, implemented & managed. Manage the activities of the provincial &Regional Health Care Waste fora. Assist in doing compliance auditing in GDH facilities.

ENQUIRIES
:
P.J. Brits Tel: 082 774 2919/ (012) 303 - 9040

CLOSING DATE
:
9 October 2007

POST 38/263
:
OCCUPATIONAL HYGIENIST & SAFETY PRACTITIONER (3 POSTS) REF NO : 70045731



Directorate: Health Care Waste & Occupational Hygiene Risk Management

SALARY
:
R 106 335 – 123 456 per annum

CENTRE
:
Central Office, Johannesburg/ Pretoria

REQUIREMENTS
:
An appropriate 4-year Bachelor’s degree or equivalent. Code EB driver’s licence. Ability to implement and manage Occupational Hygiene and Safety policies, norms, standards and SOPs. Good computer and project management skills. Interpretation and management of legislation. Experience in litigation and risk assessments. Registration as an Occupational Hygienist/Assistant/ Technologist with SAIOH.

DUTIES
:
Compliance auditing & analyse processes in all Gauteng Health Department facilities to determine occupational hygiene & safety compliance. Do risk assessments/ rankings & introduce appropriate interventions. Facilitate compliance to all OHS & Labour legislation. Assist in the development and application of Occupational Hygiene and Safety systems. Determine training needs, recommend relevant interventions, implement and manage training programmes and ensure sustainable awareness programmes. Participate in all quality assurance processes in all GHD facilities. Support all GHD facilities with the interpretation, application & management of relevant legislation. Address all complaints & requests relevant to the fields of Occupational Hygiene & Safety as well as Health Care Waste.

ENQUIRIES
:
P.J. Brits Tel: 082 774 2919/ (012) 303 - 9040

CLOSING DATE
:
9 October 2007

POST 38/264
:
SENIOR SPEECH THERAPIST/AUDIOLOGY REF NO: 70045648
SALARY
:
R106 335 per annum (Plus Benefits)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
Registration with the HPCSA/Degree in speech Therapy/ Audiology. Good communication and skills. Computer literacy. Appropriate experience.

DUTIES
:
Assess and manage adult and paediatric patients with communication and dysphasia disorder. Work with a family focused model of intervention. Work with  multi-disciplinary teams. Completion of relevant administrative responsibilities. Participate with multi-disciplinary teams and groups. Train Speech Therapy/Audiology students. Participate in the promotion and development of the profession within the hospital. Knowledge of health care affecting patient care. Supervise allocated staff. Provide input into financial management within the department.

ENQUIRIES
:
K. Mthimkhulu Tel (011) 389 0710

CLOSING DATE
:
10 October 2007

POST 38/265
:
DIETICIAN REF NO: 70045643
SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
BSc in Dietetics or B. Nutrition.  Registration with the council as Dietician and community services completed.  Sound knowledge of clinical practice and issues relating to the delivery of Dietitetic services.  Effective written, verbal communication and team working skills.  Experience as a Dietician conducting BFHI.

DUTIES
:
Knowledge of nutrition management for total patient care.  Co-ordinating clinical nutrition and food services.  Understanding the importance of effective multidisciplinary working.  Nutrition counselling and support of patients.  

ENQUIRIES
:
Dr. G. Vijayan Tel (012) 841 8300

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

NOTE
:
The candidate is expected to assume his/her duties on the 01st January 2008.

POST 38/266
:
SENIOR SPEECH THERAPIST & AUDIOLOGIST REF NO: 70045935
SALARY
:
R 106 335 per annum (plus benefits) plus 10% scarce skills allowance

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
A four year degree in Speech Therapy and Audiology from a recognized University.  Registration with HPCSA. Two years appropriate experience in the public service would be an added advantage.  Basic computer literacy skills and digital hearing aid fitting experience is essential.  Knowledge of government policies and management of a Speech Therapy and Audiology department is recommended.  Good communication, interpersonal and leadership skills.

DUTIES
:
Provide quality and sustainable Speech Therapy and Audiology services according to the standards set by the HPCSA and government policies.  Support and supervise allocated staff, promote the profession and develop the Speech Therapy and Audiology department.  Training of students in Audiology

ENQUIRIES
:
Dr. Oosthuizen Tel (012) 354 5960  

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/267
:
SENIOR SECRETARY ( 2 POSTS)



(Re-advertisement) 



Policy and Planning Ref No: 70045810



Monitoring and Evaluation Ref No: 70045811



Directorate:  Policy and Planning & Monitoring and Evaluation

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent qualification. Relevant combination and level of prior experience and/or training ( administration, secretarial duties, policy / planning, procurement, writing etc). Knowledge and experience of procurement procedures an advantage. Ability to work independently and under pressure. Computer literacy (MS Word, Excel, Power Point, Outlook, internet). Good filing and organizational skills. Excellent communication (verbal & written) skills. Good interpersonal relations and telephone etiquette. Enthusiastic, diligent and shows initiative. 

DUTIES
:
Render secretarial support services to the Directorate.  Manage the Director’s diary, receive visitors. Handle telephone calls and messages. Draft letters, submissions & memoranda. Make travel, accommodation, workshop, meeting arrangements and arrange refreshments for meetings. Process claims on expenditure. Communicate with various stakeholders. Order stationery and obtain quotations. Maintain an excellent filing, document and correspondence management  system. General management of the office.  The short – listed candidates will be expected to complete an exercise.

ENQUIRIES
:
S. Le Roux, Tel (011) 355 3362

CLOSING DATE
:
9 October 2007

POST 38/268
:
HORTICULTURIST REF NO: 70045727


Directorate: Admin and Logistics

SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital   

REQUIREMENTS
:
National Diploma in Horticulture or equivalent qualification. Proof of completion of National Examination Board. Knowledge of departmental guidelines and policies. Appropriate supervisory experience good communication and interpersonal skills. Computer literate. Driver’s licence Code 8.
DUTIES
:
Planning and development of Horticultural activities (landscaping, gardens and pot plant maintenance, floral arrangements, special events). Maintenance and control of equipment and stock. Procurement of goods and service. Train departmental staff. Manage pest control. General office administration.

ENQUIRIES
:
Mr. M.F. Monama Tel No: (012) 354-1421

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
08 October 2007 

POST 38/269
:
POST BASIC PHARMACIST ASSISTANT (2 POSTS) REF NO: 70045637
SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Matric certificate and Post Basic Pharmacist Assistant certificate.  Registration with South African Pharmacy Council as a Post Basic Pharmacist Assistant.  A valid driver’s licence (code 8).  Computer literacy and 1 or 2 years as a Basic Pharmacist Assistant.  ART adherence and counselling skills.

DUTIES
:
Perform the following under the supervision of a Pharmacist.  Assist with ARV dispensing and monitoring the stock in ARV pharmacy.  Monitoring the expiry dates and minimizing wastage of expensive drugs.  Pre-packing of stock in accordance with SOP’s.  Receiving and recording of ARV stock from suppliers.  Provision of information to promote health.

ENQUIRIES
:
Mr.J. Kapanga Tel (012) 354 5778

FOR ATTENTION
: 
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/270
:
PROFESSIONAL NURSE (5 POSTS) REF NO: 70045647
SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent.  Diploma in General Nursing, Community, Psychiatric and Midwife.  SANC registration, good communication, organisational and interpersonal skills.

DUTIES
:
Provide a comprehensive health care, including direct patient care and clinical management.  Willingness to work day and night duties.  Adhere, evaluate the performance of Nursing Assistants and Enrolled Nurses.  Ability to work under pressure.

ENQUIRIES
:
Ms.N.C. Nhlangothi Tel (012) 841 8300

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/271
:
STAFF NURSE REF NO: 70045493


Directorate: P.H.C

SALARY
:
R68 955 – R80 058 per annum (plus benefits)

CENTRE
:
Nokuthela Ngwenya C.H.C.

REQUIREMENTS
:
Proof of registration with South African Council as a staff Nurse. Experience as a Staff Nurse and post training. Recommendations: Good interpersonal and communication skills. Willing to work shifts and night duty.

DUTIES
:
Assist with general assessment, screening and nursing care under supervision of Professional Nurses in M.O.U, P.H.C and School Health Services etc. Specimen collection according to scope of practise. Support and supervise subordinates. Accurate record keeping.

ENQUIRIES
:
Ms J.F. Joubert Tel (011) 734 2111

CLOSING DATE
:
28 September 2007

POST 38/272
:
ADMINISTRATION CLERK ARV CLINIC (2 POSTS) REF NO: 70045639

SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate.  Computer certificate:  MS Word, MS Excel and knowledge of PAAB will be a recommendation.  Experience in HIV/AIDS clinic environment.  Good verbal, communication and interpersonal skills.  Excellent human relationship skills.  Ability to work within a team.

DUTIES
:
Make and receive telephone calls.  Sorting, filing and keeping record of documents.  Provide effective and efficient service to visitors and callers.  Registration and admission of patients from casualties and OPD.  Providing information and assistance to patients.

ENQUIRIES
:
Sr. R.E. Raphela Tel (012) 354 5927

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

POST 38/273
:
SENIOR ADMIN CLERK (STORES) REF NO: 70045942
SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade12 certificate or equivalent plus relevant experience in stores.  Knowledge of procurement and provisioning procedures and knowledge in financial management.

DUTIES
:
Data capturing, stock taking, compiling statistics, expediting payments, orders, receiving and issuing of stock.

ENQUIRIES
:
Ms.L.Van der Linde (016) 341 1286

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/274
:
SENIOR ADMIN CLERK (PATIENT ADMINISTRATION (2POSTS) REF NO: 70045943
SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade 10 certificate or equivalent/ grade 12 or equivalent with experience in admission of patients.

DUTIES
:
Computer literacy, compulsory shift work and perform general clerical duties.  Handling cash and filing system.  Keep registers, counter services, deal directly with clients, good communication and team work.

ENQUIRIES
:
Ms.L.Van der Linde (016) 341 1286
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/275
:
DARKROOM OPERATOR (2 POSTS) REF NO: 70045938
SALARY
:
R 58 290 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
ABET and experience and must be prepared to work shifts. Should be able to read and write.

DUTIES
:
The processing, duplicating, sorting and filling of X –Ray films.  General care of equipment, accessories and the darkroom.  Compulsory to work in a 24-hr service roaster.  Supervise the subordinates.

ENQUIRIES
:
Ms.P.M.TshabalalaTel (012) 354 5923

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/276
:
ADMINISTRATION CLERK (3 POSTS)



1 x RTC   REF NO: 70045812



1 x STI REF NO: 70045814



1 x FINANCE REF NO: 70045815


Directorate: HAST

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Matric. Computer literacy, typing and organizational / administrative skills.  Excellent interpersonal relationships skills and verbal and written communication skills.

DUTIES
:
Carry out administrative tasks in accordance with regulatory framework and guidelines relating to general office functions. Record  movement  of documentation in accordance with guidelines and instructions. File documentation in a way, which is orderly and enables easy access to information. Arrange meetings and functions and serve refreshments when required. Write basics letters and reports.

ENQUIRIES
:
Nkosazana Ludidi, Tel (011) 355 3334

CLOSING DATE
:
9 October 2007

POST 38/277
:
AUXILIARY NURSE (10 POSTS) REF NO: 70045449


Directorate: Nursing

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Grade 12/10 certificate. Enrolled with SANC as an Enrolled Nursing Auxiliary. Work shifts and night duty and must be prepared to rotate in different wards. Minimum of 2 years experience in nursing.

DUTIES
:
Implementation of basic nursing procedures e.g. bathing, feeding, stimulate mental health care users daily. Create environment which will promote care, treatment and rehabilitation of mental health care users. 
ENQUIRIES
:
Matron Mojalefa Tel: (012) 734-7015

CLOSING DATE
:
08 October 2007

POST 38/278
:
SENIOR NURSING ASSISTANT (2 POSTS) REF NO: 70045492


Directorate: P.H.C.

SALARY
:
R58 290– R 67 668 per annum (plus benefits)

CENTRE
:
Nokuthela Ngwenya C.H.C.

REQUIREMENTS
:
Proof of registration with South African Nursing Council as a nursing Auxiliary. 3 year experience as a Nursing Auxiliary. Recommendations: Good interpersonal and communication skills. Willingness to work shifts and night duty.

DUTIES
:
Assist with general assessment, screening and nursing care of Professional Nurses in maternity Obstetric Unit and Primary Health Care Clinic. Assist with School Health Services, Mental Health Services etc. Provide Health Education and Counseling. Accurate record keeping.

ENQUIRIES
:
Ms J.F. Joubert Tel (011) 734 2111

CLOSING DATE
:
28 September 2007

POST 38/279
:
CLEANER-SUPERVISOR (2 POSTS) REF NO: 70045941
SALARY
:
R 58 290 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
ABET and extensive experience in cleaning.  Supervisory, must have good communication and interpersonal skills.

DUTIES
:
To ensure disinfection of toilets, bathrooms, basins, sluice rooms, promotion and maintenance of hygiene.  Control the usage of cleaning equipment and cleaning aids.  Mentoring and do in –service training of new appointees.  Administer personnel issues such as leave, PMDS, Quarterly report, allocate tasks and keep record of attendance register.  Reporting, to promote health and safety of workers.

ENQUIRIES
:
Ms.A Matsetela Tel (012) 354 5842 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/280
:
ADMINISTRATION ASSISTANT (29 POSTS) REF NO: 70045937
SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate, computer certificate and clerical experience.  Knowledge of PAAB will be an added advantage.  Good verbal, communication and interpersonal skills.

DUTIES
:
Make and receive telephone calls.  Sorting, filing and keeping record of documents.  Provide effective, efficient service to visitors and callers.  Registration, admission of patients from casualties and OPD.  Administer all functions with regard to state money.  Providing information, assistance and training to all sub-cashier and ward clerks

ENQUIRIES
:
Ms.A.H.Lewis Tel (012) 354 5964 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/281
:
DRIVER REF NO: 70045936

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate or equivalent, a valid driver’s licence and Professional Driver’s Permit (PDP).  Appropriate extensive years of experience and interpersonal skills.

DUTIES
:
Transport patients and personnel within the Gauteng Province.  Collect, deliver post from the Regional Office, Central Office and GSSC.  Deliver, collect medication and documents from Auckland Park. Ensure that trip authorization forms are completed and authorized by the responsible manager before any official trip can be undertaken and keep record of on logbook.  Close the log book at the end of every month.  Ensure that any accident is reported to SAPS within the prescribed time frame.  Assist the Transport Officer with the coordination of all transport related matters to ensure the best and most economical use thereof.

ENQUIRIES
:
Ms.R. Matshili Tel (012) 354 5963 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/282
:
PORTER (2 POSTS) REF NO: 70045940
SALARY
:
R 43 245 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate, good verbal, communication and interpersonal skills.  Be able to work in team environment. 

DUTIES
:
Transporting patients within the hospital.  Moving corpse from wards to mortuary and responsible for correct completion of relevant forms. Reporting of faulty, broken wheelchairs and trolleys.  Collecting of human tissue and transporting it for disposal.  Handle all inquiries.

ENQUIRIES
:
Ms.A. LetwabaTel (012) 354 5802 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/283
:
LAUNDRY WORKER REF NO: 70045939
SALARY
:
R 43 245 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
ABET and experience in laundry, should be able to read and write.

DUTIES
:
Collection, packing and counting of linen.  Check, enter correct quantities of clothing, linen received and dispatched. Distribution of linen to the relevant wards.  Loading and off loading of linen.  Keeping of records.

ENQUIRIES
:
Ms.G. LetwabaTel (012) 354 5802 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/284
:
PROPERTY CARETAKER (2 POSTS) REF NO: 70045934
SALARY
:
R 43 245 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate and relevant experience in Property Caretaking.  Must be prepared to work shifts and should be able to read and write.

DUTIES
:
Clean and create an orderly working environment.  Operate cleaning machines and maintenance thereof.  Check and empty waste bags and provide and change refuse

ENQUIRIES
:
Mr.V. Shilubane Tel (012) 354 5971

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
12 October 2007
POST 38/285
:
PRINCIPAL PORTER (7 POSTS) REF NO: 70045676
SALARY
:
R 43 610 per annum (Plus Benefits)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
Any Health related course such as Basic ambulance Assistant. Community Health worker. Nursing Auxiliary, Verbal and written skills, interpersonal skills, experience of ambulance attendant will be an advantage. Computer literacy.

DUTIES
:
The officer will be required to: Provide portering services for all patients requiring a service of safe and prompt reception of emergency patients. Provide training to other porters, ensure effective maintenance and allocation of equipment e.g. wheel chairs, stretcher etc. supervise activities of junior staff and ensure proper allocation of staff to areas. Keep proper records of activities and submit reports as and when required perform ant other related duties as may be required. 

ENQUIRIES
:
Mr M.P.MPhila Tel: (011) 389 0677

CLOSING DATE
:
10 October 2007

POST 38/286
:
CLEANER REF NO: 70045644

SALARY
:
R 38 610 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Grade 12 certificate. Ability to work with people and good communication skills.  The candidate must be willing to work shifts and have an exposure to Public Health Hospitals.  

DUTIES
:
Cleaning of floors, windows, walls, tiles, mirrors, doors and doors frames.  Dust and polish furniture.  Cleaning of bathrooms, toilets, sluice and other rooms.  Clean the ward surroundings and drains.  General maintenance of cleanliness throughout the duty span.  Perform any other duties/ instructions as requested by the supervisor.

ENQUIRIES
:
Mr.L. Seshoka Tel (012) 841 8300

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
05 October 2007

DEPARTMENT OF HOUSING

CLOSING DATE
:
09 October 2007

OTHER POSTS

POST 38/287
:
SENIOR ADMINISTRATIVE OFFICER (2 POSTS) (REF NO 70045599


3 Year Contract 



Directorate: TORPS

SALARY
:
R132 054 per annum (plus 37% in lieu of benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Matric certificate and /or National Diploma / M3 qualification. 3 years relevant experience in the transfer of residential of properties. 

DUTIES
:
Co-ordinate the transfer of residential properties in Tshwane. Co-ordinate the mediation and adjudication of disputed cases. Interact with Municipalities. Supervise the staff at the decentralized office. Assists the manager with addressing customer complaints and queries. Manages customer application forms and other database information. Preparation of weekly reports. Preparation of monthly financial reports of adjudicators and translators utilized. Assisting in ensuring that proper investigation is done into allegations of corruption.
ENQUIRIES
:
Mr. S. Dube Tel: (011) 630-5077
POST 38/289
:
ADMINISTRATIVE OFFICER (WARD /LOCAL COMMITTEE CO-ORDINATOR) (2 POSTS) 3 YEAR CONTRACT (REF NO:  70045626



DIRECTORATE: TORPS 
SALARY
:
R106 335 per annum (plus 37% in lieu of benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Matric certificate and/ or M3 qualification with 3 years relevant experience in the transfer of residential of properties or any housing programme. Understanding the dynamics of civic politics. 
DUTIES
:
Facilitate the training of local committees, ward committees and council officials about the TORPS programme. Administration of all secretariat duties of the Housing Berea Committees, including the production, records, meetings and general administration. Co-ordinate execution of all resolutions taken by the Housing Bureau Committee and other stakeholders. Liaise with managers, councillors and other stakeholders. Control of information management and correspondence. Co-ordinate training of stakeholders. Facilitation of written responses to internal and external stakeholders. Management of Ward Committees activities. Channel work to Ward Committees. Solicit comments of Municipal officials and Ward Committees on disputed and undisputed properties. Chairing of Ward Committee sittings. Co-ordinate training of  stakeholders. Co-ordinate, supervise and oversee the work of ward  committees. 
ENQUIRIES
:
Mr. S. Dube Tel: (011) 630-5077

POST 38/290
:
SENIOR ADMINISTRATION CLERK (3 POSTS) REF: 70045598


3 Year Contract



Directorate: TORPS 
SALARY
:
R85 362. per annum (plus 37% in lieu of benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Matric certificate plus 1 year relevant experience in the transfer  residential  properties or any housing programme and computer literacy.

DUTIES
:
Facilitate the receipt and capturing of title deeds applications. Preparation of deeds and co-ordination of the signing of draft deeds. General administration regarding deeds registration. Scheduling of mediation sessions and arrangement of the collection and delivery of council files and other necessary documents. Conduct interviews with family members over disputed properties. Facilitate the signing of draft deeds and co-ordinate data capturing. Update and track milestones on the database and process finalized adjudication cases. Prepare newspaper adverts and assist the public with problematic cases.

ENQUIRIES
:
Mr. S. Dube Tel: (011) 630-5077
POST 38/291
:
DRIVER (REF NO: 70045600


Programme: 20 PTP 

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Standard 8 / Matric or equivalent with a valid drivers licence. 

DUTIES
:
General office work. Assist with production of copies of program’s document. Ferrying all correspondence / documents to various centres / municipal and sister Department’s offices. Perform various office work as per instructions. Deliver all documents and publications of the program to municipalities and other public centres. Support the office of the Head of Communications in all its outreach programmes. 
ENQUIRIES
:
Mr. D. Zulu: Tel (011) 355-4332

DEPARTMENT OF SOCIAL AND DEVELOPMENT

CLOSING DATE
:
05 October 2007
OTHER POSTS

POST 38/292
:
COMMUNITY DEVELOPMENT LIASION OFFICERS: (2 POSTS) REF NO: 70045576
SALARY
:
R132 054 per annum (Plus benefits)
CENTRE
:
Head Office
REQUIREMENTS
:
Degree in the field of social development/ social sciences and/or extensive experience in community development. Knowledge of Policies, Acts and legislation pertaining to Social Welfare Services. Sound communication, leadership qualities, computer literacy, negotiation, conflict management, report - writing, project management, presentation and a valid driver’s license. 

DUTIES
:
Manage the transformation of the NPO’s through the Regions. Ensure adherence to the PFMA by the NPO’s. Provide support training & guidance to the Regional offices. Assess service plans & progress reports from the sector. Joint monitoring and evaluation of the NPO’s with Regional offices. Preparing presentations for the workshops. Serve on panels for evaluation of programmes. To respond to ministerial enquiries, internal external queries. Work closely with the sub directorate Financing. Management and training of staff. Provide support to the Assistant Director & Deputy Director. 

ENQUIRIES
:
Ms. R. M Yende (011) 355 7790 

POST 38/293
:
AUXILIARY NURSE REF NO:70045450

SALARY
:
R43 245 per annum (Plus benefits)

CENTRE
:
Jubileum place of safety 

REQUIREMENTS
:
Matric/std 10, enrolment with South African Nursing Council as an auxiliary. 2 yrs experience in a clinic environment. The following will serve as recommendations: Good interpersonal skills and ability to work with children from 0 – 12 yrs. Ability to work under pressure valid driver’s license

DUTIES
:
Rendering of comprehensive, quality, nursing care, optimal utilization of physical resources, effective health provision and health promotion, prevention of disease
ENQUIRIES
:
SR M.K Lamola (011) 917 9574 

ANNEXURE T
PROVINCIAL ADMINISTRATION: KWAZULU NATAL

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head:Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
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 38/294
:
DEPUTY MANAGER:  MECHANICAL (2 POSTS)

SALARY
:
R311 358 per annum (Inclusive flexible remuneration package)

CENTRE
:
Regional Office, Pietermaritzburg (REF. NO. P238/2007)


Regional Office, Durban (REF. NO. P239/2007)
REQUIREMENTS
:
An appropriate Bachelor Degree or National Diploma (T/S/N-streams) in the mechanical engineering field plus; a minimum of 3 (three) years experience in the field of preventative maintenance and repairs of Earthmoving Equipment Plant such as Bulldozers, Graders, Excavators, TLB’s and Trucks plus; a valid code C1 drivers license. Knowledge, skills, training and competencies required:  *In-depth knowledge of Maintenance and Repairs management of plant.  *A sound knowledge of Plant fleet management.  *A wide knowledge of Oil Analysis programme.  *Knowledge of Road Traffic and Transportation Legislation.  *Knowledge of Dangerous Goods Regulations.  *Knowledge of transport regulations (NATIS).  *Sound knowledge of Occupational Health and Safety Act (OHS).  *Knowledge of Environmental Conservation Act.  *Sound knowledge of administrative processes and procurement procedures.  *Sound knowledge of delegation of authority.  *Sound knowledge of disciplinary procedures/Labour relations.  *Sound knowledge of PMDS procedures.  *Sound knowledge of public finance matters (PFMA).  *Knowledge of Microsoft Windows based computer programmes.  *Knowledge of PJC computer programme.  *Knowledge of practice Notes.  *Knowledge and understanding of public service legislations such as Labour Relations Act, Skills Development Act, Basic Conditions of Employment Act and Employment Equity Act.  *Literacy and Numeric skills.  *Driving skills (Certificate of competency).  *Operating equipment skills.  *Basic language skills.  *Computer literacy.  *Project and Financial management skills.  *Training and mentorship skills.  *First aid skills to attend to minor injuries.  *Ability to interpret and apply policies.  *Negotiating skills.  *Analytical and innovative skills.  *Problem solving skills.  *Accurate diagnosis of defects.  *Accurate interpretation of oil analysis returns.  *Management skills.  *Planning and organizing skills.  *Leadership skills.  *Interpersonal skills.
DUTIES
:
Control and manage  preventative maintenance and  repairs of plant, 

equipments and vehicles for the region   *Develop and control mechanical component business plan to ensure correct budget allocations and management of expenditure for the component.  *Manage and co-ordinate mechanical administrative functions of plant for the region.  *Manage human resources in terms of prescribed policies and procedures.  *Conduct compliance of the implementation of the OHS Act and Environmental Conservation Act to maintain safe working environment for the component.  *Maintain sound relationship with all relevant stakeholders with a view to enhance service delivery.  *Conduct contractual processes with Companies intending to be on contract with the department for mechanical component.
ENQUIRIES
:
Pietermaritzburg Region:Mr. W Bennett Tel. no: (033) 845 5800 Durban Region Mr. SC Majola Tel. no.:(031) 700 2222

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
08 October 2007

NOTE
:
Kindly note that the post for Cost Centre, Eshowe is a re-advertisement. Applicants who applied previously and who still wish to be considered are at liberty to re-apply.  It Is The Intension Of This Department To Fill These Posts With A Person From The Disabled Community Or An African Female.
POST 38/295
:
CONTROL INDUSTRIAL TECHNICIAN (REF. NO. P 249/2007)

SALARY
:
R157 686 per annum

CENTRE
:
Cost Centre, Ulundi

REQUIREMENTS
:
An appropriate Bachelor’s Degree / National Diploma in Civil Engineering or equivalent qualification, plus  *A minimum of three years appropriate experience in budgeting, road infrastructure development, construction, as well as maintenance of road network.  *Practical demonstration of knowledge and skills in a technical field.  *A valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies required: *A good understanding of departmental policies and implementation process and project management.  *In-depth expert knowledge of technical and engineering policies, procedures and practices.  *Knowledge of Public service reporting procedures, acts and regulations and work environment.  *Knowledge of planning and organizing.  *Computer literacy.  *A clear conceptual understanding of transformation within the District Council.  *Knowledge and experience within a technical and engineering environment.  *Ability to interpret legislation / policies.  *Well-developed computer skills.  *Motivation skills.  *Project management skills.  *Problem solving and analytical thinking skills.  *Well-developed verbal and written communication skills.  *The ideal candidate should have a demonstrated interest in technical, engineering and related fields, be reliable, open and transparent, a total quality controller, responsible, punctual and conscientious.  He/she should also be receptive to suggestions and ideas, be loyal, have honesty and integrity, believe in teamwork, be accurate, comply with the code of conduct and be neat and tidy.

DUTIES
:
Provide specialist advice / guidance / assistance with regard to technical and engineering related matters to field support staff in order to obtain regional goals and objectives.  *Supervise contracts.  *Liaise with officials within the District Council, local communities and the general public with regard to road related matters thereby ensuring service delivery within the Region.  *Ensure the successful completion of work assigned tasks to various contractors in terms of prescribing policies and programmes laid down by the Department.  *Control and maintenance of computer based information system for the Cost Centre thereby providing accurate and timeous information.  *Assist the Deputy Cost Centre Manager in so far as the management and control of Area staff and utilization of various resources within the District Council.

ENQUIRIES
:
Mr M Biyela Tel. No.: 034 – 9800 401

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
08 October 2007

NOTE
:
It Is The Intension Of This Department To Fill This Post With A Person From The Disabled Community Or An African Female.

POST 38/296
:
CHIEF INDUSTRIAL TECHNICIAN (ROAD CONTROL AND PROJECT DOCUMENTATION) (15 POSTS)


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 Intension Of This Department To Fill These Posts With A Person From The Disabled Community Or An African Female

SALARY
:
R157 686 per annum 

CENTRE
:
Cost Centre, Metro (3 Posts) (REF. NO. P240/2007)



Cost Centre, Stanger (2 Posts) (REF. NO. P241/2007)



Cost Centre, Port Shepstone (2 Posts) (REF. NO. P242/2007)


Cost Centre, Ulundi (2 Posts) (REF. NO. P243/2007)


Cost Centre, Hluhluwe (2 Posts) (REF. NO. P244/2007)


Cost Centre, Vryheid (REF. NO. P245/2007)


Cost Centre, Ixopo (REF. NO. P246/2007)


Cost Centre, Pietermaritzburg (2 Posts) (REF. NO. P247/2007)
REQUIREMENTS
:
Degree / National Diploma in Civil Engineering; plus 3 years technical / 

scientific experience/ civil engineering environment; plus a valid drivers license (minimum code B).  Knowledge, Skills, Training And Competencies Required:  *Knowledge of budget, expenditure and business plan.  *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 procedures.  *Knowledge of technical matters in civil engineering environment.  *Knowledge of construction and management.  *Project management skills.  *Conflict Management skills.  *Computer literacy.  *Good negotiation and facilitation skills.  *Presentation and facilitation skills.  *Planning and organization skills.  *Verbal and written communication skills.  *Ability to chair meetings.  *Good organizational and management leadership skills.  *Public speaking skills.  *Interpersonal relations.  *Ability to exercise tactfulness.  *The ideal candidate should be responsible, conscientious, patient, committed to organisational values and believe in fairness.  He / she should also be a team builder, lead by example and be receptive to ideas and suggestions.

DUTIES
:
Provision of advise 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 effectively (Quality Control).  Provide mentorship to the Vukuzakhe contractors as well as the in house team.  * Assist in the control and maintenance of computer based information systems thereby providing accurate and timeous information.

ENQUIRIES
:
Empangeni Region: Mr LXK Mtambo
Tel. no.:
(035)787 2917 

Pietermaritzburg Region: Mr. W BennettTel. no: (033)8455800




Durban Region: Mr. SC Majola Tel. no.:(031)7002222
FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
08 October 2007
POST 38/297
:
CHIEF INDUSTRIAL TECHNICIAN (ROAD CONTROL)


(REF. NO. P248/2007)



Note: Kindly note that the post for cost centre, Eshowe is a re-advertisement applicants who applied previously and who still wish to be considered are at liberty to re-apply. 

It is the intension of this department to fill these posts with a person from the disabled community or an African female
SALARY
:
R132 054 per annum 

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*Degree / National Diploma in Civil Engineering; plus3 years appropriate 

experience gained in Road Design, Construction and Maintenance; plus a valid drivers license (minimum code B).  Knowledge, Skills, Training And Competencies Required:  *Knowledge of relevant and applicable legislation.  *Knowledge of the KwaZulu-Natal Provincial Roads Act No. 4 of 2001 and other legislative Acts and Ordinances.  *Knowledge of applicable computer based information systems.  *Knowledge of applicable forms of legislation, policies, processes, procedures and standards.  *Ability to interpret legislation and policies.  *Ability to develop legislation and policies.  *Ability to research various land and development information.  *Ability to think and debate analytically, strategically and rationally.  *Computer literacy.  *Organisational skills. *Report writing skills.  *Verbal and written communication skills.  *The ideal candidate should be honest, reliable, innovative, accurate and have integrity.

DUTIES
:
Prepare policies, standards and guidelines in respect of subdivision of land, development and Billboard applications.  *Provide specialist advice and guidance to consultants in order to ensure that legislation is complied with. *Evaluate and report on subdivision and major development of land and billboard applications.  *Ensure that a data base for all road control applications is developed and maintained.  *Respond to questions and queries relating to road control matters.

ENQUIRIES
:
Mr R Ryan Tel. no.: (033)
342 4082 ext 246

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
08 October 2007

POST 38/298
:
CHIEF INDUSTRIAL TECHNICIAN (PROJECT IMPLEMENTATION EXTERNAL) (REF. NO. P 250/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Area Office, Vulindlela

REQUIREMENTS
:
*Degree / National Diploma in Civil Engineering or equivalent qualification.  *Minimum of 3years experience in a civil engineering environment; plus  *A valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies required:  *Knowledge of Financial matters.  *Knowledge of HR, planning and organizing, construction management.  *Project management skills.  *Conflict management skills.  *Good negotiation and facilitation skills.  *Computer literacy.  *Good report writing skills.  *Good public speaking skills.  *Good organization management and leadership skills.  *Ability to chair meetings.  *The ideal candidate should 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 advise and assistance with regard to technical related matters to staff in order to develop and execute business plan in line with Departmental Strategy.  *Assist the Control industrial Technician in so far as to manage the financial resources and utilization of various resources to stay within the budget.  *Supervise / manage materials and services effectively (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 there by providing accurate and timeous information.

ENQUIRIES
:
Mr C Dewar Tel. No.: 039 – 834 0500

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
08 October 2007

NOTE
:
It Is The Intension Of This Department To Fill This Post With A Person From The Disabled Community Or An African Female.

POST 38/299
:
SENIOR PROJECT CO-ORDINATOR (3 POSTS) (ECONOMIC EMPOWERMENT DIRECTORATE) (REF. NO. P 233/2007)
SALARY
:
R132 054 per annum 

CENTRE
:
Head Office, Pietermaritzburg

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

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

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

FOR ATTENTION
:
Mr R Marillier
CLOSING DATE
:
08 October 2007

NOTE
:
It Is The Intension Of This Department To Fill These Posts With A Person From The Disabled Community Or An African Female.

POST 38/300
:
PRINCIPAL PERSONNEL OFFICER (RECRUITMENT & SELECTION SECTION): HUMAN RESOURCE ADMINISTRATION SUB-DIRECTORATE (REF. NO. P 251/2007)

SALARY
:
R106 335 per annum

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
A Senior Certificate; plus  *A minimum of 3 years’ supervisory and administrative experience in a human resource environment; plus  *A valid driver’s licence (minimum Code B). Knowledge, Skills, Training and Competencies required:  *Extensive knowledge of: applicable policies, procedures and prescripts; labour relations with regard to the supervision of staff; Public Service reporting procedures and an understanding of HRM prescripts within the Public Service.  *Computer based HRM information systems i.e. PERSAL.  *Computer literacy in MS Word, E-mail.  *Ability to interpret and apply policies and regulations.  *Problem solving and decision making skills.  *Supervisory skills.  *Motivational skills.  *Demonstrated interest in HRM.  *Team work orientated.  *Open minded i.e. receptive to suggestions and ideas.  *Innovative thinker.  *Leadership qualities.

DUTIES
:
*Training, development and supervision of staff within the Section.  *Planning, co-ordination and distribution of incoming work for the Section and updating of registers.  *Checking of work received from the staff for correctness and signing of prepared letters.  *Ensure correct application of policies/prescripts/procedures.  *Approval of PERSAL transactions.  *Assessment of staff in terms of the Performance Management and Development System.  *Identify and resolve problem areas with regard to staff and work in the Section.  *Keep abreast of new procedures/prescripts and ensure that knowledge is up to standard in order to provide expert advice at any time.  *Give guidance to staff and other Directorates with regard to advertising and filling of vacancies.  *Compilation and maintenance of accurate statistics.  *Respond to more complex queries from Labour Relations, Management, other Directorates and the Public.

ENQUIRIES
:
Mrs L Pelser Tel. No.: 033 – 355 8920

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
08 October 2007

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.

PROVINCIAL TREASURY

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

APPLICATIONS
:
Applications, quoting the correct reference number must be forwarded to: The Head of Department, Provincial Treasury, Directorate: Human Resource Management and Development, P.O. Box 3613  3613 PIETERMARITZBURG, 3201

FOR ATTENTION
:
Ms M Mayekiso

CLOSING DATE
:
28 September 2007

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

OTHER POST

POST 38/301
:
DEPUTY MANAGER: INFRASTRUCTURE REF NO KZN PT 07/53



The incumbent will be reporting to the Manager: Infrastructure. The key focus of the post is to co-ordinate infrastructure management and delivery in the province. 
SALARY
:
R369 000 PER ANNUM

CENTRE
:
The post is located in Pietermaritzburg

REQUIREMENTS
:
The minimum qualification required is a Degree or equivalent qualification in the built environment e.g  Quantity Surveying or Civil Engineering with Project Management and strong technical background in the related field. A minimum of three (3) years relevant experience.  Computer literacy and a valid drivers license is a must. Required competencies, skills and knowledge: Good verbal and written communication skills, Problem solving skills, interpersonal skills, Analytical skills, Project management skills and Management skills. Knowledge of PMFA and other legislation related to infrastructure management. It must noted that in terms of the Department’s Employment Equity targets preference will be given to African Males, African Females  and people with disabilities who meet the requirements.

DUTIES
:
Key Responsibilities: To monitor implementation, progress and expenditure on infrastructure related projects. To proactively identify and report infrastructure expenditure and delivery bottlenecks through the application of early warning trend monitoring mechanisms. To provide technical assistance to provincial departments on infrastructure management and general project management. To come up with processes that will improve infrastructure delivery and management. To oversee the implementation of the Infrastructure Delivery Improvement Programme (IDIP) in provincial departments.

ENQUIRIES
:
Mr L Manonyane (033) 897 4441 

ANNEXURE U
PROVINCIAL ADMINISTRATION: WESTERN CAPE

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

CLOSING DATE
:
12 October  2007

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 38/302
:
PRINCIPAL MEDICAL OFFICER (PAEDIATRICS)



(Ambulatory Paediatrics)

SALARY
:
Remuneration package: R 311 358 per annum (a portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of annual salary.

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

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. Appropriate postgraduate experience. Previous paediatric experience will be advantageous. Ongoing professional development. Recommendations: Communication and supervisory skills. Team work ethic and understanding of the Ambulatory Paediatric Medical Officer’s role. Willingness to improve and maintain quality care. Willingness to travel to outreach facilities.

DUTIES
:
Comprehensive management of Ambulatory Paediatrics. Community outreach to primary and district level hospitals within the drainage area. Some in-patient care. Teaching of under- and post-graduate trainees. After hour duties on site expected. Administrative duties e.g. duty rosters, allocation of doctors, collection of statistics. Step up services to cover operational requirements e.g. “gastro” season. Support to the Head of Department.
ENQUIRIES
:
Dr H Buys, tel.no. (021) 658-5120



Dr R Diedericks, tel.no. (021) 658-5169



Dr T Westwood, tel.no. (021) 658-5190

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

FOR ATTENTION
:
Ms C Bulak

POST 38/303
:
ASSISTANT DIRECTOR: ADMINISTRATION (INFORMATION MANAGEMENT)


(Directorate: Information Management)

SALARY
:
R157 686 per annum.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
A senior certificate with mathematics and extensive appropriate experience. Appropriate experience in Health Information Management. Advance computer skills. Valid code B/EB driver’s licence (Certified copy). Recommendations: An appropriate three-year bachelor’s degree. Familiar with health services in the province. Knowledge of the Health Care 2010 Plan and health legislation. Good interpersonal skills. Good communication and training skills. Management experience.

DUTIES
:
Evaluate and optimise the information function and processes. Ensure the integrity and quality of provincial health data. Manage the implementation of information processes. Maintain adherence to provincial and national health information policy and data quality standards. Support the management of the department by ensuring the availability of management information. Operational planning for the unit. Provide training for relevant personnel in information management and information systems. Supervise and develop information management staff.

ENQUIRIES
:
Mr E Reynolds, tel. no. (021) 483-4661.

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

PROVINCIAL TREASURY

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

APPLICATIONS
:
Applications must be submitted to: The Human Resource Practitioner:  Recruitment and Selection, Private Bag X9165, Cape Town 8000 or hand delivered to:  4 Dorp Street, Tower Block, 2nd Floor, Room 2-11.

FOR ATTENTION
:
Mr B Damons

CLOSING DATE
:
5 October 2007

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

OTHER POSTS

POST 38/304
:
PROCUREMENT AND PROVISIONING ANALYST REF NO: WCPT 19/01/07


Directorate Moveable Asset Management



Sub-directorate Supply Chain Management

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

REQUIREMENTS
:
Minimum qualification requirements: • a degree in Commerce, Accounting, Auditing or Law is a minimum requirement • a qualification in Supply Chain Management will be an added advantage.  Other Minimum requirements:  appropriate experience and training in contract management  • appropriate experience as a procurement and supply chain professional  • experience in vendor management and BEE development  • experience and understanding of the South African marketplace.  Other added advantages:  • proven Knowledge of Government legislation pertaining to Supply Chain Management e.g. MFMA, etc  • proven knowledge of Strategic Sourcing and BEE  • broad knowledge on procurement/tendering/ provisioning activities  • knowledge of procurement best practices including sourcing strategies and the different mechanisms for procurement• knowledge on Supply Chain Management Regulations/procedures/contract management.  Personal Attributes and Skills:  • research and reporting procedures  • client needs orientation  • planning and organising  • interpretation of policy matters  • good communication skills with strong emphasis on training abilities  • computer literate and application of MS Office.
DUTIES
:
To realise effective and efficient acquisition of goods and services for municipalities by: • monitoring and maintaining information on supply chain management matters  • assisting and advising with the implementation on supply chain management  • providing technical assistance and training to municipalities  capacitating self by attending courses/ seminars arranged by manager   develop, standardise, co-ordinate, sequence, consolidates and maintains an effective internal and external communication strategy system.
ENQUIRIES
:
Mr C Golding  ( (021) 483-9940.

POST 38/305
:
RISK ANALYST REF NO:  WCPT 19/02/07


Directorate Financial Management



Risk Management and Internal Audit

SALARY
:
R132 054 (8) per annum.  In addition to the salary mentioned, this post offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidies.
CENTRE
:
Cape Town

REQUIREMENTS
:
Minimum qualification requirements and experience:  • an appropriate Bachelor-degree or equivalent qualification in Risk Management or Internal Auditing  • 1-2 years appropriate experience in risk management or internal auditing  • knowledge of departmental internal control procedures.  Knowledge of:  • risk management processes and techniques  • National and Provincial instruments and legislation pertaining to risk management.  Required skills and competencies:  • analytical thinking  • research and development skills  • written and verbal communication skills  • computer literacy e.g. MS Office  • ability to analyse, conceptualise and implement policy  • conflict resolution  • ability to monitor, evaluate and report  • presentation skills  • ability to solve problems  • ability to work within a team  • ability to do research and development.  Personal attributes:  • self-driven  • self-confident and innovative  • ability to work under pressure  • foster teamwork.
DUTIES
:
assist Chief Risk Analyst with the identification of, and response to, risk • capture, document and report on all information pertaining to risk, control, process improvement and process control maps  • assist with data analysis.

ENQUIRIES
:
Mr B Roberts ( (021) 483-3382.
POST 38/306
:
SENIOR STATE ACCOUNTANT REF NO:  WCPT 19/03/07


Directorate Financial Management



Sub-directorate Internal Control

SALARY
:
R132 054 per annum. In addition to the salary mentioned, this post offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidies.
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirements for this position is an applicable acknowledged Bachelor Degree (or equivalent qualification) in Finance with Internal Auditing and Financial Accounting as majors plus appropriate relevant experience in a financial environment as well as a valid (code EB) driver’s license.  Required Skills:  • communication (presentation and report writing) skills  • analytical and numeracy  • ability to solve financial problems  • supervisory  • organizing and planning  • knowledge of various electronic financial and personnel management systems.

DUTIES
:
Rendering assistance to the Assistant Director: Internal Control in taking responsibility for the execution of general internal control functions of the Department:  • assist in undertaking financial inspections to ensure that financial matters are handled according to prescribed policies and procedures  • assist in providing advice and support with the interpretation and application of financial instructions  • assist in determining financial risks and the implementation of remedial steps in this regard.

ENQUIRIES
:
Mr B Roberts ( (021) 483-3382.
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