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DATE OF ISSUE: 06 OCTOBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 41 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 12 NOVEMBER 2007
AMENDMENTS
:
Provincial Administration Eastern Cape: Kindly note that the following posts Senior Specialist: Ref No: SS/09/07, Post 39/49 is withdrawn from the circular. Post Chief Medical Officer Post 39/50 salary is revised to R360 069 p.a.


Provincial Administration Gauteng: Department of Social Development: Kindly note that the following Posts: Assistant Director (Administration) Post 40/169, Assistant Director (Monitoring & Evaluation – 2 Posts) Post 40/170, and Assistant Director (Head of Cluster – 3 posts) Post 40/171 the salary is revised to R196 815 p.a. not as stated.
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ANNEXURE A
DEPARTMENT OF DEFENCE

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

CLOSING DATE
:
9 November 2007 (Applications received after the closing date and faxed applications 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 41/01
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR III
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R85 362 per annum

CENTRE
:
MH CTC/MH CTC Training Formation, Lohatlha

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Knowledge of procurement policies and pro quote system will be a recommendation. Special requirements/skills needed: Computer literate-, telephone etiquette-, communication-, administrative-, interpersonal- and Human Resources skills. Must be able to obtain a Confidential security clearance within a year.  

DUTIES
:
Administrate procurement process. Registration of CAS purchase request. Manage payment of D-vehicle repairs, photocopy equipment, laundry services, general building repairs. Obtain SAFINFO reports weekly. Attend RCPC conferences weekly. Consult the system wrt budget matters on PERSOL.

ENQUIRIES
:
Maj H. Erasmus, Tel: (053) 321 2447 S/Sgt M. Keller, Tel: (053) 321 2025

APPLICATIONS
:
Department of Defence, SAMHS, Military Health Combat Training Centre, Private Bag X3001, Postmasburg, 8420

POST 41/02
:
SENIOR ADMINISTRATION CLERK GR III
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R85 362 per annum

CENTRE
:
Mobile Military Health Formation HQ, Pretoria

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

DUTIES
:
Act as telephonist for the SSO Force Prep. Organise and manage his diary. Receive guests. Perform routine matters in the SSO Force Prep. Perform general administration duties in the office of the SSO Force Prep. Write routine notes, memo’s letters and reports. Develop new ideas to change existing methods, conditions and procedures. Compile agendas and distribute them. Take notes during meetings. Compile minutes. Handle internal and external correspondence. Handle the SSO Force Prep’s leave.

ENQUIRIES
:
Maj J.S. Mahlangu, Tel: (012) 355 4730

APPLICATIONS
:
Department of Defence, Mobile Military Health Formation HQ, Private Bag X1016, Lyttelton, 0146

NOTE
:
Must be prepared to work under pressure, after hours and at times during public holidays and/or on weekends including Sundays. 

POST 41/03
:
SENIOR SECRETARY GR II
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R68 955 per annum

CENTRE
:
SG Office (D Social Work), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in personnel administration will be a recommendation. Special requirements (skills needed): Computer literate-, organising-, interpersonal relationships-, problem solving- and typing skills. Have detailed knowledge of the operation/utilisation of specific software packages.  Must be able to obtain a Confidential security clearance within a year. 

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims. Handle petty cash payments. Arrange meetings with Senior Management. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationery. Keep the Senior Managers diary. Scan newspapers and collect important clippings for the Senior Manager. Organise social functions. Arrange for visitors authorisation, parking and render necessary hospitality services. Administer the office of D Social Work as to budget, procurement, accounting and organising. 

ENQUIRIES
:
Brig Gen M.D. Myamya, Tel: (012) 367 9153

APPLICATIONS
:
Department of Defence, SAMHS Office, D Social Work, Private Bag X102, Centurion, 0046

POST 41/04
:
SENIOR SECRETARY GR II
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R68 955 per annum

CENTRE
:
SG Office, (D MHHR), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in Secretarial or related occupation may be a recommendation. Special requirements/skills needed: Computer literate-, organising-, good interpersonal-, problem solving- and analytic skills. Ability to work independently. Have detailed knowledge of the operation/utilisation of the specific software packages. Good organisational skills/events management and the ability to deal with databases. Knowledge of telephone etiquette.  Must be able to obtain a Confidential security clearance within a year.  

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop and maintain an updated database of internal and external stakeholders. Compile agendas and take accurate notes during meetings. Compile accurate minutes. Diary management, faxing and photocopying. Organise special and social functions. Receive visitors and organise refreshments where necessary. Provide high typing service to the Director. Deal with classified files and documents. Arrange for visitors authorisation and parking. Contribute positively to building a high performing team within the Directorate.

ENQUIRIES
:
Maj P. Mda, Tel: (012) 367 9166

APPLICATIONS
:
Department of Defence, SAMHS Office (D MHHR), Private Bag X102, Centurion, 0046

POST 41/05
:
SENIOR SECRETARY GR II
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
68 955 per annum

CENTRE
:
SG Office (D Social Work), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in personnel administration will be a recommendation. Special requirements (skills needed): Computer literate-, organising-, interpersonal relationships-, problem solving- and typing skills. Have detailed knowledge of the operation/utilisation of specific software packages. Must be able to obtain a Confidential security clearance within a year. 

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims. Handle petty cash payments. Arrange meetings with Senior Management. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationery. Keep the Senior Managers diary. Scan newspapers and collect important clippings for the Senior Manager. Organise social functions. Arrange for visitors authorisation, parking and render necessary hospitality services. Administer the office of D Social Work as to budget, procurement, accounting and organising. 

ENQUIRIES
:
Brig Gen M.D. Myamya, Tel: (012) 367 9153

APPLICATIONS
:
Department of Defence, SAMHS Office, D Social Work, Private Bag X102, Centurion, 0046

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

POST 41/06
:
SENIOR SECRETARY GR II
(Dir Specialist Staff Medical Rulings)

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

SALARY
:
R68 955 per annum

CENTRE
:
Joint Operations Divisional Headquarters, Swartkop Park, Valhalla

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

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

ENQUIRIES
:
Lt Col A.L. Innes, Tel: (012) 674 5644/5724

APPLICATIONS
:
Department of Defence, Joint Operations Divisional Headquarters, Private Bag X1043, Thaba Tshwane, 0143

POST 41/07
:
SENIOR SECRETARY GR II
(Dir Force Prep & Trg) This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R68 955 per annum

CENTRE
:
Joint Operations Divisional Headquarters, Pretoria

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

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

ENQUIRIES
:
Lt Col A.L. Innes, Tel: (012) 674 5644/5724

APPLICATIONS
:
Department of Defence, Joint Operations Divisional Headquarters, Private Bag X1043, Thaba Tshwane, 0143

NOTE
:
Undergo a typing test.

POST 41/08
:
SENIOR SECRETARY GR II
(Dir Specialist Staff Medical Rulings)

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

SALARY
:
R68 955 per annum

CENTRE
:
Joint Operations Divisional Headquarters, Swartkop Park, Valhalla

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

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

ENQUIRIES
:
Lt Col A.L. Innes, Tel: (012) 674 5644/5724

APPLICATIONS
:
Department of Defence, Joint Operations Divisional Headquarters, Private Bag X1043, Thaba Tshwane, 0143

POST 41/09
:
SENIOR SECRETARY GR II
This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post.

SALARY
:
R68 955 per annum

CENTRE
:
SG Office, (D MHHR), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in Secretarial or related occupation may be a recommendation. Special requirements/skills needed: Computer literate-, organising-, good interpersonal-, problem solving- and analytic skills. Ability to work independently. Have detailed knowledge of the operation/utilisation of the specific software packages. Good organisational skills/events management and the ability to deal with databases. Knowledge of telephone etiquette.  Must be able to obtain a Confidential security clearance within a year.  

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop and maintain an updated database of internal and external stakeholders. Compile agendas and take accurate notes during meetings. Compile accurate minutes. Diary management, faxing and photocopying. Organise special and social functions. Receive visitors and organise refreshments where necessary. Provide high typing service to the Director. Deal with classified files and documents. Arrange for visitors authorisation and parking. Contribute positively to building a high performing team within the Directorate.

ENQUIRIES
:
Maj P. Mda, Tel: (012) 367 9166

APPLICATIONS
:
Department of Defence, SAMHS Office (D MHHR), Private Bag X102, Centurion, 0046

ANNEXURE B
DEPARTMENT OF EDUCATION

APPLICATIONS
:
Please Forward Your Applications To: The Director-General Department Of Education Private Bag X895 Pretoria 0001 hand Deliveries: Sol Plaatjie House 123 Schoeman Street Pretoria
OTHER POSTS

POST 41/10
:
ASSISTANT DIRECTOR: EDUCATOR PLANNING
Branch: system planning and monitoring

Chief directorate: education human resource management

This position in the Directorate Education Human Resource Planning, Provisioning and Monitoring requires someone with vision, a mature sense of leadership and proven management ability to ensure the effective management of the education human resources in the education system.

SALARY
:
R157 686 per annum

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree and a minimum of five years in research; a postgraduate qualification will be advantageous; an understanding of how the education system works and the challenges facing the educators and the employer in the South African education system. A clear understanding of the various research methods and statistical analysis packages. Excellent analytical skills in a complex environment and the capacity to develop relevant policy thereof are essential. Strategic planning, team work as well as independent thinking, good verbal as well as written communication and computer skills are essential; Experience in Human Resource Planning, project management and in developing research proposals will be an added advantage. Willingness to work extensive hours and to travel when required. 

DUTIES
:
Develop research proposals and Terms of Reference for issues identified to address supply, demand and utilization of teachers and learners. Facilitate research into internal and external factors that impact on the supply and demand of teachers and learners in the short, medium and long term. Prepare regular reports on the latest developments and trends regarding the education human resource supply and demand situation locally and in other countries. Develop appropriate policies in line with findings in respect of HR planning. Identify policy gaps in supply, demand, utilization and professional development of teachers and in liaison with other relevant directorates, make recommendations on how to address such gaps. Audit existing information of educators in the South African education system and subsequently develop a reliable database. Prepare statistical models aimed at projecting long-term supply and demand of teachers and learners, and the resource implications thereof, for the South African education system. Liaise with managers of existing information systems and human resource planners of provincial education departments. Work closely with the Researcher and other directorates within the Planning and Monitoring Branch in the Department of Education.

ENQUIRIES
:
Ms H Matjebe Tel (012) 312 5108

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

POST 41/11
:
ASSISTANT DIRECTOR: EDUCATOR PROVISIONING AND MONITORING

This position in the Directorate Education Human Resource Planning, Provisioning and Monitoring requires someone with vision, a mature sense of leadership and proven management ability to ensure the effective management of the education human resources in the education system.

SALARY
:
R157 686 per annum

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree or an equivalent qualification and a minimum of three years experience in policy development and monitoring preferably in the education environment; A post graduate qualification will be advantageous; An understanding of the educator provisioning policy and challenges facing the Department of Education as provider of public education. A clear understanding of the various research methods and statistical analysis packages. Excellent analytical skills and the knowledge of policy monitoring processes, development of monitoring tools, policy guidelines and implementation plans are essential. Strategic planning, team work as well as independent thinking, good verbal as well as written communication and computer skills are essential; Experience in Human Resource provisioning and monitoring, project management and in developing policy based on research recommendations research proposals will be an added advantage. Willingness to work extensive hours and to travel when required. 

DUTIES
:
Assist in development of policy, norms and standards for provisioning and utilization of educators and other human resources. Develop strategies and practical implementation plans and guidelines to facilitate implementation of policies, Develop monitoring and evaluation tools for implementation and apply such tools to the implementation of policies Identify policy gaps in educator provisioning and make recommendations on how to address such gaps. Compile reports based on relevant indicators and make recommendations regarding policy and systems improvement. Identify and develop research proposals and Terms of Reference for issues identified to address educator provisioning. Work closely with the Provincial Education Departments and other directorates in the Department of Education.

ENQUIRIES
:
Ms H Matjebe Tel (012) 312 5108

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

POST 41/12
:
ASSISTANT DIRECTOR
Branch: social and school enrichment

Directorate: gender equity

SALARY
:
R157 686 per annum
REQUIREMENTS
:
Applicants must be in possession of a recognised three-year Bachelor’s degree or an equivalent qualification, supplemented by extensive knowledge in Gender issues.  A degree in gender studies and a qualification in educational studies will be an added advantage, as will extensive knowledge of education legislation and national policies.  Extensive knowledge of gender in education, as well as extensive knowledge and insight into local and global debates on gender mainstreaming and girls’ education will be critical.  The ideal candidate has an understanding of national, regional and international protocols and instruments on gender equity and women empowerment and has highly developed communication skills, both verbal and written.

DUTIES
:
Co-ordinate the activities related to gender mainstreaming within the education system • Monitor the implementation of national and international instruments on gender equality and parity • Evaluate the impact of departmental projects and programmes, gender equity and parity • Establish sustainable partnerships with State departments, statutory bodies and civil society on gender matters • Render professional support and capacity building on gender in education where necessary • Review and advise on the implications of gender equity in all departmental policies, projects and programmes  • Ensure that all management and administrative levels in the education system use gender disaggregated data in their planning • Facilitate the establishment and sustenance of the Girls Education Movement in all public schools

ENQUIRIES
:
Ms H Matjebe Tel (012) 312 5108

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

POST 41/13
:
ASSISTANT DIRECTOR (PHOTOJOURNALIST)
Branch: office of the dg

Chief directorate: media liaison and national and provincial communication

SALARY
:
R157 686 per annum
REQUIREMENTS
:
Applications are invited from persons who ● have a BA degree or equivalent qualification with Communication or Journalism as a major ● have at least five years' practical experience in journalism and photography ● are able to use Microsoft Word and Microsoft Outlook competently ● are able to work under pressure. ● have an understanding of current developments in education in order to communicate these developments to internal stakeholders. Recommendations: The following will be an added advantage: ● excellent writing skills● excellent photographic skills ●editing and proofreading skills ●experience in the public sector ● creativity ● experience in supervision ● Applicants should be in possession of a valid driver’s license. 

DUTIES
:
The successful candidate will be required to ● take professional photographs● perform journalist functions and write articles for internal and external publications ● be responsible for the production of internal and external publications and other related corporate material ● edit and proofread articles for the Department's internal publications in English● perform administrative tasks related to the Creative Service Subdirectorate ●perform any other tasks assigned by the head of the Subdirectorate: Creative Services.

ENQUIRIES
:
Ms H Matjebe Tel (012) 312 5108

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

POST 41/14
:
ADMINISTRATIVE OFFICER
Branch: system planning and monitoribg

Directorate: economic analysis

The Economic Analysis Directorate, of the Department of Education Pretoria, is responsible for the monitoring and interpretation of provincial education budgets, and the promotion of good budgeting practice in Provincial Education Departments (PEDs). The Directorate offers an exciting opportunity to apply knowledge and skills from the fields of education planning, economics, statistics and information systems to resolving key challenges facing our transforming education system.  

SALARY
:
R132 054 per annum

REQUIREMENTS
:
A 3-year Bachelor’s degree or equivalent qualification preferably in Economics and Accounting. Ability to manage data, including the use of existing management information systems (e.g. Vulindlela) and simple data warehousing. Computer proficiency in MS Word, MS Excel, MS PowerPoint, MS Access, MS Outlook with experience in using Excel and Access to query and manipulate data and perform basic modeling and relatively complex calculations. A clear understanding of South Africa’s inter-governmental system, in particular the relationships between National and Provincial Treasuries. Experience in providing administrative, logistics and procurement support Ability to write memos and quality reports Good communication skills, accuracy and attention to detail Knowledge of the education sector will an added advantage but is not essential Applicants should explain in their covering letters how their strengths in terms of these requirements are supported in their CVs.

DUTIES
:
The successful candidate will be expected to: Procure goods and services for the directorate. Manage the directorate’s budget and expenditure transactions. Administer and manage the Education Financing Tool (i.e. the costing tool for long-range education financing and resourcing). Follow up queries on PEDs. Further provide administrative support and assistance to professionals and managers within the Economic Analysis. Be willing to stand in as secretary for the Director as well as the relevant Chief Director when required.

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

CLOSING DATE
:
2 November 2007 Unless Otherwise Stated Applications Received After The Closing Date Or Faxed Applications Will Not Be Considered

POST 41/15
:
SENIOR ADMINISTRATIVE OFFICER: CALL CENTRE AGENT
SALARY
:
R132 054 per annum
REQUIREMENTS
:
Appropriate qualification, evaluated as REQV 13, plus experience in Government Call Centre operations Additional requirements: Good leadership and management skills Understanding of the telephony and call logging systems Excellent communication skills, including listening skills Good understanding of Customer Relations Management (CRM) Use of computer applications, including knowledge of MS Word, MS Excel, MS Outlook and MS PowerPoint; Knowledge of provisioning administration prescripts Excellent telephone etiquette Stress handling techniques Ability to handle pressure Assertiveness Good interpersonal skills Patience and politeness
DUTIES
:
will include to: Supervise the call centre staff Ensure that all enquiries are resolved and calls are responded to within specified target time Compile reports with an analysis of all queries received Conduct investigations and recommend action plans for queries unresolved Manage the handling of calls (queries and complaints) logged in the Call Centre Provide support to the call centre through monitoring of call centre queue and the routing of calls. Identify, implement and coordinate appropriate solutions Liaise with Branches in the Department to obtain latest publications and documentation that are necessary for the Call Centre team to respond to queries accurately Continuous follow up to ensure that the relationship with clients is maintained Ensure excellent ergonomics in the Call Centre
ENQUIRIES
:
Ms H Nemabaka, tel (012) 312 5526
CLOSING DATE
:
18 October 2007 unless otherwise stated applications received after the closing date or faxed applications will not be considered
POST 41/16
:
CHIEF ADMINISTRATIVE CLERK (CALL CENTRE AGENT) 3 POSTS
Directorate: National and Provincial Coordination
SALARY
:
R106 355 per annum
REQUIREMENTS
:
Senior certificate or equivalent qualification, plus a formal qualification in Call Centre Operations Appropriate relevant experience will be an added advantage Competencies needed: Ability to maintain sound interpersonal relations and have excellent telephone etiquette Ability to respond to queries and enquiries through the Department Call Centre. Broad understanding of South African Education system and specifically the challenges facing education service delivery in provinces Good written, verbal and organisational skills Candidate must be able to work well under pressure Proficiency in the use of computers. Problem solving skills, tactfulness and the ability to work under minimal supervision Time management Good knowledge of the Batho Pele principles
DUTIES
:
Respond to public queries and enquiries and give appropriate advice Follow up calls by sending letters, faxes or emails if necessary Refer clients to relevant branches within the Department, Government Departments or NGO’s if necessary Compiling reports for all calls logged Respond to correspondence Assist in office administration as may be determined from time to time Maintain a good filing system
ENQUIRIES
:
Ms H Nemabaka, tel (012) 312 5526
CLOSING DATE
:
18 October 2007 unless otherwise stated applications received after the closing date or faxed applications will not be considered

ANNEXURE C
GOVERNMENT COMMUNICATION AND INFORMATION SYSTEM (GCIS)

GCIS is an equal opportunity employer.

APPLICATIONS
:
The Provincial Director, Government Communication and Information System, Private Bag X2120, Mafikeng, 2745.

FOR ATTENTION
:
Mr M Mofokeng

CLOSING DATE
:
22 October 2007

NOTES
:
Estimated package includes a housing subsidy, pension fund, medical aid and a service bonus.  Applications must be accompanied by a Z83 and a comprehensive CV, as well as certified copies of qualifications and ID document. Correspondence will be limited to successful candidates only.  If you not have been contacted within 1 month after the closing date of this advertisement, please accept that your application was unsuccessful. Disabled applicants are welcome to apply.

OTHER POST

POST 41/17
:
ADMINISTRATIVE OFFICER
SALARY
:
All inclusive salary package: R159 259 per annum Commencing salary: R106 335 per annum

CENTRE
:
North West (Mafikeng)

REQUIREMENTS
:
The successful candidate must be in possession of a relevant three – year degree or equivalent qualification and or relevant experience.  Must have knowledge of the Public Finance Management Act and tender procedures as well being computer literate.  A valid 08 driver’s licence is a requirement.  

DUTIES
:
The incumbent will be responsible for the following: Procurement, asset control and disposal in respect of A class accountable items, budgeting and financial management at provincial level.  Support in the provisioning of GG and subsidised transport services in the Regional Office. Provision of monthly administrative reports to Head Office and to the Regional Manager.  Liaison on administrative matters with other departments as well as the public and service providers for the North West Provincial GCIS. Training and guidance on administrative matters to communication officers, secretary, part-time workers and interns.  Support the regional manager in evaluating staff under his/her supervision.  Support regarding personnel matters to Head Office from the North West GCIS.  Support in compiling monthly budget projections and record keeping of budget expenditure.  Handling and controlling of all finances and financial matters for the Regional GCIS and Government Information Centres (GICs) located in MPCCs and elsewhere. Responsible for the tendering procedures applicable to the Regional Office. 

ENQUIRIES
:
Mr M Mofokeng, tel (018) 381 7071

ANNEXURE D
DEPARTMENT OF HEALTH

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

APPLICATIONS
:
Direct your application quoting the above relevant reference number to : The Director-General, Department of Health,  Private Bag X828, Pretoria,  0001
FOR ATTENTION
:
Mrs Elsabe Visser
CLOSING DATE
:
5 November 2007 (Applications received after the closing date will not 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 No faxed applications will be considered. Applications received after the closing date and those that do not comply with the requirements, will not be considered. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). The department reserves the right not to fill the post. The successful candidate will be subjected to security clearance procedures. Applicants are respectfully informed that correspondence will be limited to short-listed candidates only. If notification of an interview is not received within three (3) months after the closing date, candidates may regard their application as unsuccessful. The Department will not be liable where applicants use incorrect/no reference numbers on their applications. 

OTHER POSTS

POST 41/18
:
ASSISTANT DIRECTOR : COMMUNITY EMPOWERMENT 

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

SALARY
:
R196 815 per annum (plus competitive benefits) 

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate three year Bachelor’s degree or equivalent qualification in a health or social sciences field *A Diploma in Advanced Midwifery and/or Nursing Science will be an added advantage *Registration with a health professional board or council *Three years experience in Maternal and Neonatal Health Programmes *Experience in maternal health and child and women’s health services *Basic knowledge of policy analysis and project management *Knowledge of statistics management  *Ability to work in a team *Must be prepared to travel and work irregular hours *Planning, organisational and problem solving skills *Supervisory skills *Good communication skills  (written and verbal) *Social mobilisation skills *Computer  literacy *A valid code 08 (Code B) driver’s licence.

DUTIES
:
Identify and provide support for community empowerment programme around maternal and neonatal health issues at district and provincial level *Facilitate development and availability of appropriate Information Education and Communication material  (IEC) or Behaviour Change and Communication (BCC) material addressing major issues around maternal deaths for women and general population *Participate and support initiatives aimed at empowering communities with the necessary information related to pregnancy and child birth for communities to be able to make informed choices during the critical period of pregnancy, child birth and child rearing *Identify and organise awareness raising events and manage them appropriately *Support all provinces in celebrating pregnancy education week *Strengthen community participation for maternal and neonatal health services through use of existing structures *Support the implementation of maternal and neonatal health national policies and guidelines at all levels of care *Provide technical support for maternal and neonatal health services *Facilitate collaboration in creating awareness with relevant private organisations, NGO’s and CBO’s on maternal health and neonatal services

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

POST 41/19
:
PRINCIPAL MEDICINES CONTROL OFFICER 

Cluster: Medicines Regulatory Affairs. Directorate: Inspectorate and Law Enforcement.

SALARY
:
R157 686 per annum (plus competitive benefits) 

CENTRE
:
Pretoria. 

REQUIREMENTS
:
An appropriate recognised four-year qualification in Pharmacy or equivalent qualification *At least two years experience in Retail Pharmacy and/or in pharmaceutical industry *Knowledge and application of the Medicines and Related Substances Act 101 of 1965 as amended, and the related regulations *Knowledge of safety and efficacy aspects of medicines is mandatory *Computer literacy (e.g. MS Word, Excel and Internet search) *Good interpersonal relations *Good communication skills (written and verbal) *Good planning, organisational and presentation skills *Good analytical and project management skills*Valid code 08 (Code B) driver’s licence.

DUTIES
:
Facilitate the scheduling of new generic applications and new chemical entities *Update the schedules of medicines in the Government Gazette *Facilitate applications for new proprietary names and name changes *Enforce the Medicines and Related Substances Act 101, 1965 and Regulations governing the scheduling and control of medicines *Communicate with industry, Health professionals, members of the public and other stakeholders on issues pertaining Names and Scheduling *Act as the Secretariat of the Naming and Scheduling Committee in Committee and Council meetings *Compile and update internal standard operating procedures/ guidelines relating to activities of the Inspectorate *Prepare and compile documentation for the Medicines Control Council and Execute Council resolutions *Assist with the processing of pre-registration and amendments applications in the Inspectorate.  

ENQUIRIES
:
For further information regarding the post, please contact  Dr Joey Gouws or Mr Enos Motshitela or Ms Virginia Vilakazi at tel (012) 312-0230.

ANNEXURE E
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

The Department of Justice is an equal opportunity employer.  In the filling of vacant posts the objectives of section 195 (1)(i) of the Constitution of SA, 1996 (Act 108 of 1996), the EE imperatives as defined by the Employment Equity Act, 1998 (Act 55 of 1998) and relevant HR policies of the Department will be taken into consideration.  Successful candidates may be required to undergo security clearance.

NOTE
:
Applications must be submitted on Form Z83, obtainable from any Public Service Department or on the internet at www.gov.za. Applications should be accompanied by certified copies of qualifications, identity document and driver’s license. A SAQA evaluation report must accompany foreign qualifications. The CV to be typed and completed by all applicants is available on the DOJ website www.doj.gov.za or at any DOJ&CD sub-office and this typed CV must accompany the Z83 and all other supporting documents required. Applications that do not comply with the above mentioned requirements will not be considered. Correspondence will be limited to short-listed candidates only./52+ Candidates are expected to avail themselves for interviews and assessments at a date and time determined by the Department.  If you do not hear from us within 3 months of this advertisement, please accept that your application has been unsuccessful.  The department reserves the right not to fill these positions. 

MANAGEMENT ECHELON

POST 41/20
:
CHIEF MASTER REF 07/406/MAS
SALARY
:
R717 045 – R772 173 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate recognized four year legal qualification; An LLB qualification will be advantageous; Ten years’ experience in the functional fields; Proven executive management experience. Skills and competencies: Applied strategic capability; Conceptual Thinking and Results Driven; Advanced research skills and Continual Learning; Good analytical and decision-making skills; Information management and Good communication skills (verbal and  written); Customer Focus and Responsive; Team Leadership and Diversity Management; Managing Interpersonal Conflict and Problem Resolution
DUTIES
:
Provide strategic direction and attain results through alignment with the Departmental Medium Term Strategic Framework; Exercise control and coordinate services offered by the Masters in order to ensure uniformity of practices and procedures as prescribed by section 2(1)(a) of the Administration of Estates Act, No 66 of 1965, as amended; Draft and review procedure manuals for the Master’s Offices; Strategically manage the Masters Branch such that its infrastructure is appropriate to meet current and future changing requirements; Ensure continual review of the Masters environment and provide leadership and direction that ensure relevant input is made to any proposed legislation affecting activities and interests of this office; Develop new service products, establish business philosophy and policy that ensure optimum efficiency and sound governance; Maintain and represent the Masters Branch at Parliamentary, Governmental and Business level to ensure activities and interests of this office effectively presented.

ENQUIRIES
:
Ms M Modise ( 012 357 8013
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
:
22 October 2007

POST 41/21
:
CHIEF DIRECTOR: HR VALUE ADDED SERVICES REF 07/407/HR

SALARY
:
R591 510 – R636 939 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate recognized Bachelors Degree or equivalent qualification; At least five years’ management experience within a major listed company or a large government department; A deep understanding of HR best practice principles, organizational development, career development and training and development, transformational strategy and related markets. Skills and competencies: Applied Strategic Capability Budgeting and Financial Management; Managing Interpersonal Conflict and Problem Resolution; Conceptual Thinking and Results Driven; Good analytical and decision-making skills; Information Management and Good communication skills (verbal and written); Customer Focus and Responsiveness; Team Leadership and Diversity Management; Information Search and Continual Learning.

DUTIES
:
Provide strategic direction and attain results through alignment with the Departmental Medium Term Strategic Framework, HR Balanced Scorecard and Business Unit SLA’s; Attain the HR value proposition through the implementation of improved Human Resource Best Practice services that drive the strategic objectives of all the internal Branches within the Department of Justice and Constitutional Development; Manage both internal and external relations in such a way so as to maximize, maintain and grow relationships with internal and external stakeholders; Manage the Chief Directorate’s performance against strategic financial objectives as defined at HR Branch level; Influence and manage employee’s performance in the Chief Directorate in such that there is efficiency, productivity and delivery of exceptional results; Attain the business results through the implementation and management of sound internal business processes, which are cost effective, time efficient and ultimately promote good governance.
ENQUIRIES
:
Ms M Modise ( 012 357 8013
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
:
22 October 2007

OTHER POSTS

POST 41/22
:
DEPUTY DIRECTOR: INFORMATION SECURITY, SECURITY COMPLIANCE AND INVESTIGATIONS REF:  07/401/RM

SALARY
:
R311 358 – R360 909 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification; At least three years practical experience in Investigations or Security; Three years management experience. Skills and Competencies:  Computer literacy (MS Office); Excellent communication skills (written and verbal); Strong leadership skills; Interpersonal, problem solving and motivational skills; Attention to detail and ability to work under pressure.

DUTIES
:
Facilitate the implementation of information security policy, procedures and standards; Ensure secure record keeping/safe keeping of classified and sensitive information; Provide counsel to various branches/regional offices on information security; Conduct information security and awareness programmes; Ensure that the Department complies with the MISS, ISO 1779, COMSEC and SACSA, MITS requirements; Conduct environmental scanning to anticipate information security risks; Coordinate the implementation of the departmental risk profile; Monitor and analyse information in respect of security breaches and/or suspected or committed offences against the security policy; Detect and investigate breaches and vulnerabilities; Inspect and analyse reported security breach incidents; Educate and train employees in respect of crime trends and patterns affecting the Department; Maintain data of security breaches/investigations in a register; Assist the law enforcement agencies with information to prosecute the perpetrators; Liaise with HR (Employee Relations) in respect of disciplinary investigations.

ENQUIRIES
:
Ms K C Motsilanyane ( (012) 357 8545

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
:
29 October 2007

POST 41/23
:
OFFICE MANAGER (8 POSTS) REF:  07/402.MAS
SALARY
:
R196 815 – R228 492 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court:  ( Bisho (1), ( Durban (1), ( Kimberley (1), ( Mmabatho (1), (  Mthatha (1), ( Polokwane (1), ( Port Elizabeth (1) And ( Thohoyandou (1)  

REQUIREMENTS
:
A Bachelor’s degree plus five years experience in Administration; Knowledge of the Public Service Regulations, Public Finance Management Act, Employment Equity Act, Skills Development Act and the Labour Relations Act: Knowledge of all legislation and policies that inform the Department of Justice’s Administrative Support Activities; Knowledge of the Core functions of the Masters Office; Valid code EB drivers’ license. Skills and Competencies: Good Communication skills (written  & verbal); Computer literacy (MS Office); Financial management; Performance management; Good leadership and management skills; Inter and intra-personal skills; Public relation skills; Analytical and Presentation skills; Conflict management / resolution; Able to work under pressure; Negotiation and Numerical skills.

DUTIES
:
Ensure that work is allocated in the most effective manner among the support staff in Human Resource support, Budget compilation and reporting, typing support, Security and registry/filing services, Office Building support, procuring of goods/equipment, Library and archive services; Ensure that service level agreements are adhered to; Ensure that the management and development of staff will help them to  meet their full potential in order to maintain consistent high level of service; Ensure that all staff is trained in all aspects of their functions in order to render an effective and efficient service to the office of the Master; Prepare all financial reports prescribed and required by management in accordance with generally accepted administration practice; Provide required office administrative expertise to resolve any support problems experienced in the office of the Master; Direct and manage projects to implement amended computer  or other systems and processes aimed at improving the administrative efficiency of the Masters Office; Handle day to day management and disciplinary matters in the component. 

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 Building, Pretoria, 0001.

CLOSING DATE
:
29 October 2007

POST 41/24
:
ASSISTANT DIRECTOR: FINANCE REF: 07/12/WC
SALARY
:
R157 686 – R190 488 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Western Cape Regional Office: Cape Town 

REQUIREMENTS
:
An appropriate Bachelor’s degree or three year Diploma in Finance/ Accounting or an equivalent qualification; Extensive experience in a financial environment; Extensive workable knowledge in terms of BAS. Skills and competencies: Excellent verbal and written communication skills; Good project management and interpersonal skills; Computer literacy ; Accuracy and attention to detail. Recommendations: Proven extensive managerial ability, interpretation and organisational skills; Analytical and innovative thinking; Good interpersonal and leadership skills. 

DUTIES
:
Responsible for all financial matters: Budget control, accounting practices and related functions; Ensure that the budget of the Region is effectively and efficiently managed, regular monitored and reported to management for timeous intervention; supervise of Expenditure Control, Accounting, Revenue, Stores, Procurement, Asset Management; management and knowledge of BAS, Procurement and Persal systems; oversee all required reporting as per departmental instructions; Ensure effective and efficient Finance services to the institution; Effective utilisation and development of the Human Resources within the component; Manage all relevant Human Resource Management functions in the component, including discipline, grievance and PMS; Identify the training needs in the component and arranging the training of staff as required. 

ENQUIRIES
:
Mr L Loxton  ( 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
:
29 October 2007

POST 41/25
:
SENIOR ADMINISTRATIVE OFFICER: FINANCE – SPECIAL PROJECTS AND CONTRACT MANAGEMENT REF; 07/398/RM

SALARY
:
R132 054 – R153 312 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 two years practical experience in Financial Management and procurement or Grade 12 plus ten years relevant experience. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (verbal and written); Strong leadership skills; Strategic capabilities; Interpersonal relations; Problem solving and motivational skills; Attention to detail and ability to work under pressure. 

DUTIES
:
Assist in the compilation of budgets of the component in line with the Departmental Financial Instructions; Assist with the processing, drafting and scrutiny of projections for expenditure reports; Assist in the monitoring and controlling of expenditure of budget (Cash Flow); Submit budget inputs as and when required by the CFO; Request expenditure and financial reports on financial systems (BAS & PERSAL); Receive, collate and compile financial reports; Reply to audit queries; Attend all financial related meetings; Report on a quarterly basis with regard to over/under expenditure; Ensure that funds are transferred timeously and correctly when requested by regions. 

ENQUIRIES
:
Ms K C Motsilanyane ( 012 357 8545

APPLICATIONS:
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional Development, Private Bag X 81, Pretoria, 0001.OR Physical address: Application Box, First floor reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
29 October 2007

POST 41/26
:
SENIOR ADMINISTRATIVE OFFICER: INFORMATION SECURITY, COMPLIANCE AND INVESTIGATIONS REF:  07/399/RM

SALARY
:
R132 054 – R153 312 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 plus two years experience in registry duties or Grade 12 plus ten years relevant experience; Valid driver’s license; Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Accuracy and attention to detail;

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

ENQUIRIES
:
Ms K C Motsilanyane ( 012 357 8545

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional Development, Private Bag X 81, Pretoria, 0001.OR Physical address: Application Box, First floor reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
29 October 2007

POST 41/27
:
INTERNAL AUDITOR: FORENSIC AUDIT   REF:  07/397/IA
SALARY
:
R132 054 – R153 312 per annum. The successful candidate will be required to sign a performance agreement.+

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate three year qualification; Candidate must also have Diploma in Forensic Audit Investigation or Criminal Justice and Auditing; One year experience in a Forensic Auditing/Investigation environment with more emphasis on financial matters; Advanced knowledge of financial investigations and ability to apply knowledge in a real life situation; Knowledge of relevant applicable legislation; The successful candidate will be required to undergo a security clearance; A valid driver’s license as the candidate will be required to travel frequently. Skills and Competencies:  Computer literacy (MS Office); Good communication skills (written and verbal).

DUTIES
:
Provide input in the proofing of fraud risks and contribute in the development of an early warning system; Effectively conduct forensic audit investigations in accordance with the investigation methodology and within the determined time frames; Conduct forensic audit investigations and report accordingly on the results of the investigation; Conduct forensic audit investigations and report accordingly on the results of the investigation; Represent the Department in the criminal or civil recovery processes; Liaise with other State Law Enforcement agencies on the reported cases; Advise management on areas where inadequate measures exist to mitigate risks; Present quality reports to management; Co-ordinate the forensic audit assignments with other units within the Department, including Internal Audit.

ENQUIRIES
:
Mr George Ntobeng ( (012) 315 1736 

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
:
29 October 2007

POST 41/28
:
CHIEF PERSONNEL OFFICER: (1 POST) REF 07\74\GP 



Re-Advertisement (those who previously applied can re-apply)
SALARY
:
R132 054 – R153 313 per annum.  The successful candidate will be required to sign a performance agreement.
CENTRE
:
Regional Office, Gauteng

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification and\or eight years experience; Minimum of five years working experience in HR of which include at supervisory level; Knowledge and experience of Human Resource Management; Knowledge of Performance Management System in the Public service, Public Service Act, Public Service Regulations; Departmental Human Resource Policies and the PERSAL system.  Skills and Competencies: Computer literacy (MS Office; Good interpersonal skills; Good negotiation and mediation; Problem solving; Ability to adhere to confidentially requirements; Excellent communication (verbal and written); Accuracy and attention detail; Ability to work under pressure; Project Management Skills.
DUTIES
:
Overall responsibility and control of own division; Manage the processing of permanent, contract and temporary appointments, deal with staff utilization and establishment maintenance, promotions and performance awards, leave, housing, overtime, long service recognition, state guarantees and pensions, housing and rental allowances, pillar, resettlement and IOD;  Assist sub-offices with the filling of vacancies, Training and development of staff in the division; Render support function to supervisory personnel including higher level; Assist the daily operations of the units; Check work of sub-ordinates; Responsible for a variety of administrative duties related to the core functions of the department.

ENQUIRIES
:
Mrs. C Gideon ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
12 November 2007
POST 41/29
:
PERSONNEL PRACTITIONER REF 07/405/HR
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
Three years’ relevant tertiary qualification; Minimum of one year experience in recruitment and selection. Skills and competencies: Above average organizational skills; Good analytical and decision-making skills; Good communication skills (verbal and written); Computer literacy (MS Office); Confidentiality, tact and discretion when dealing with people; Good intuition and understanding of people's qualities; Accuracy and attention to detail.

DUTIES
:
Organize advertising, interviewing and selection processes for recruitment campaigns; Receive and record job vacancy information; Prepare shortlists of candidates for referral to clients; Arrange interviews with clients for applicants; Advise candidates regarding personal presentation at interviews; Advise job applicants of the success or failure of their application; Answer enquiries from clients and applicants about recruitment and selection and provide information on advertised posts; Liaise and arrange with service providers to conduct competency assessments on candidates; Conduct references checks and other verifications on applicants; Arrange and facilitate the security clearance of short listed candidates; Prepare job offer letters and present to successful candidates; Continually review recruitment and selection policy to ensure effectiveness of selection techniques and recruitment programs.

ENQUIRIES
:
Ms P Mbulawa ( 012 357 8812
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
:
22 October 2007

POST 41/30
:
ADMINISTRATIVE OFFICER REF NO. 07/17/KZN
SALARY
:
R106 335 – R123 456 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Durban
REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus three years relevant experience or Grade 12 plus ten years experience in Office Administration; Sound knowledge of Human Resource Management; Financial Management, Asset and Facility and Risk Management; Extensive knowledge of Clerk of Criminal Court; Drivers license; Recommendations: Knowledge of E-Scheduler programme will serve as an advantage. Skills and Competencies: Computer literacy; Ability to work under pressure and to work independently; Problem solving Excellent Communication skills (verbal and written); Good interpersonal relations.

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

POST 41/31
:
MAINTENANCE INVESTIGATOR REF 07/09 WC
Post 38/31 has reference. The centre for this advert was incorrect it should be Magistrate, Cape Town and not at Master of the High Court: ( Polokwane (1) and ( Pietermaritzburg (1). Please also note that the closing date has been changed to 12 October 2007.

SALARY
:
R85 362 – R99 108 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Cape Town 

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
:
29 October 2007
POST 41/32
:
SENIOR ADMINISTRATION CLERK REF 07/408/LAS
SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.
CENTRE
:
Office Of The Chief State Law Adviser, Cape Town

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years’ administrative experience; Experience in JYP will be an advantage. Skills and Competencies: Good communication skills (written and verbal); Sound Interpersonal relations; Computer literacy (MS Word and Excel); Good filing skills; Typing skills; Ability to work under pressure; Accuracy and attention to detail.

DUTIES
:
Perform a variety of routine administrative duties related to the activities of the core function of the division in Asset Management and Client services; Process documents as well as the rendering of a support function to supervisory personnel and assist in the daily operations of these units; Filing, taking minutes, data capturing, handling of payments of contracts and consultants and processing of subsistence and traveling claims.

ENQUIRIES
:
Ms A Johaar ( 021 441 4905
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
:
29 October 2007

POST 41/33
:
SENIOR ADMINISTRATION CLERK REF 07/75/GP
SALARY
:
R58 290 – R67 668 per annum.  The successful candidate will be required to sign a performance agreement.
CENTRE
:
Family Advocate, Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years administrative experience; Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Problem solving; Good interpersonal relations; 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) and various other administrative duties.

ENQUIRIES
:
Mr. D Van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
22 October 2007

POST 41/34
:
SENIOR ACCOUNTING CLERK REF:  07/403/SA
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Mmabatho

REQUIREMENTS
:
Grade 12 or relevant post matric financial qualification plus two years experience in a financial environment; Knowledge and experience of Basic Accounting Systems (BAS), Departmental Financial Instruction (DFI) and Public Finance Management Act (PFMA) will be an advantage; A valid drivers license will be an added advantage; Skills and Competencies: Computer literacy (MS Office); Good interpersonal relations; Good communication (written and verbal)skills; Accuracy and attention to detail.

DUTIES
:
Assist with all duties related to vote accounts; Recover and ensure that all state monies has been banked; Electronic payment of accounts; Handle enquiries both internal and external; Handle documentation relating to Agency Services; Pre-check of S&T claims and submit for payment; Assist with general office duties.  

ENQUIRIES
:
Mr L C Lehobye ( 018 381 0593/4

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 Building, Pretoria, 0001.

CLOSING DATE
:
29 October 2007

POST 41/35
:
SENIOR REGISTRY CLERK (3 POSTS) REF:  07/404/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; 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, sort and distribute daily mail; Keep and update registers; 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 Building, Pretoria, 0001.

CLOSING DATE
:
29 October 2007

POST 41/36
:
MESSENGER REF 07/409/LAS
SALARY
:
R49 665 – R57 663 per annum.  The successful candidate will be required to sign a performance agreement.
CENTRE
:
Office Of The Chief State Law Adviser, Cape Town

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

DUTIES
:
Collect and deliver mail; Distribute mail to various offices; Collect post bag from the Post Office; Collect and deliver mail to and from Parliament; Photocopying & maintenance of copy machines.

ENQUIRIES
:
Ms C Booyse / A Johaar ( 021 441 4905
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
:
29 October 2007

POST 41/37
:
MESSENGER: INFORMATION SECURITY, COMPLIANCE AND INVESTIGATIONS REF: 07/400/RM

SALARY
:
R43 245– R48 249 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification; A valid driver’s license.Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Accuracy and attention to detail.

DUTIES
:
Deliver, distribute and collect documents to and from various offices; Photocopy and bind circulars/documents and distribution thereof; Sort incoming and outgoing mail; Clear out-trays within the component; Hand deliver mail, memoranda and other documents; Record and circulate faxes; Assist in the relocation and transportation of documents; Shred old documents; Safekeep all registers, equipment, keys and documents.

ENQUIRIES
:
Ms K C Motsilanyane ( (012) 357 8545 

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
:
29 October 2007

POST 41/38
:
MESSENGER (4 POSTS)
REF:  07/394/MAS
SALARY
:
R43 245 – R48 249 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court: Mthatha (1) ( Pretoria (2) ( Thohoyandou (1)

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

DUTIES
:
Collect and deliver mail; Distribute mail to various offices; Collect post bag from the Post Office; Transport officials to various destinations.

ENQUIRIES
:
Mr Wisani Manhengeni ( (012) 357 8747

APPLICATIONS

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

CLOSING DATE
:
29 October 2007

ANNEXURE F
DEPARTMENT OF LAND AFFAIRS

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

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

CLOSING DATE
:
28October 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.

POST 41/39
:
PERSONNEL OFFICER (REF S8/3/2007/1045)
SALARY
:
R49 665 per annum 

CENTRE
:
Shared Service Center: Mowbray
REQUIREMENTS
:
Grade 12 certificate. * Knowledge of the PERSAL system will be advantageous. * Knowledge of Public Service Act, Public Service Regulations, Public Service Resolutions, Employment Equity Act and the BCEA. * Good interpersonal relations, Customer service and organising skills. * Computer literacy especially in MS Word, MS Excel. * Ability to work under pressure.

DUTIES
:
Implementing appointments, service exit, Leave administration, Performance Awards, Overtime payments on Persal and capturing of all other HR related matters. * Arrange pension payments.  * Handle HR related queries and provide sound advice to clients. * Make logistical arrangements for interviews
POST 41/40
:
SENIOR PERSONNEL OFFICER (REF S8/3/2007/1038)
SALARY
:
R58 290 per annum 

CENTRE
:
Shared Service Center: Mowbray

REQUIREMENTS
:
Grade 12 certificate, Working knowledge of the PERSAL system will be advantageous. * Knowledge of Public Service Act, Public Service Regulations, Public Service Resolutions, Employment Equity Act and the BCEA. * Good interpersonal relations, Customer service and organising skills. * Computer literacy especially in MS Word, MS Excel, * Ability to work in a team and under pressure. * Good written and verbal communication skills.

DUTIES
:
Implementing appointments, service exit, Leave administration, Performance Awards, Overtime payments on Persal and capturing of all other HR related matters. * Arrange pension payments.  * Handle HR related queries and provide sound advice to clients. * Make logistical arrangements for interviews
POST 41/41
:
SENIOR PERSONNEL OFFICER (REF S8/3/2007/1041)
SALARY
:
R68 955 per annum 

CENTRE
:
Shared Service Center: Mowbray

REQUIREMENTS
:
Grade 12 certificate. * Working Knowledge of the PERSAL system will be advantageous. * Knowledge of Public Service Act, Public Service Regulations, Public Service Resolutions, Employment Equity Act and the BCEA. * Successful completion of the PERSAL Introductory course will serve as an added advantage. * Good interpersonal relations, Customer service and organising skills. * Computer literacy especially in MS Word, MS Excel, * Ability to work in a team and under pressure. * Good written and verbal communication skills.

DUTIES
:
Handling all personnel administration matters and facilitate recruitment of personnel. * Implementing appointments, service exit, Leave administration, Performance Awards, Overtime payments on Persal and capturing of all other HR related matters. * Arrange pension payments.  * Handle HR related queries and provide sound advice to clients. * Make logistical arrangements for interviews. * Assisting with the Management of the Region’s Establishment
ANNEXURE G
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng / Ms E Lethole
CLOSING DATE
:
19 October 2007 

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

OTHER POSTS

POST 41/42
:
SENIOR PERSONNEL PRACTITIONER
SALARY
:
R132 054 per annum

CENTRE
:
Head Office, Pretoria

REQUIREMENTS
:
An appropriate recognised HRM National Diploma or Bachelor’s Degree and experience in policy development and analysis. PLUS the following key competencies:(Knowledge of:(Human Resource Management Prescripts(HR Legislation(The Departmental Mission and Vision, and strategic objectives(Policy analysis and development(Skills:(Interpersonal (Research (Numeracy(Computer skills (Persal, MS/Suite and Internet use)(Planning and organising(Analysing and problem solving skills(Communication:(Good communication skills (verbal and written)(Creativity:(Ability to work under pressure(Innovative and creative thinking abilities(Able to work independently Recommendation/ Note: Candidates will be subjected to a competency testing. 
DUTIES
:
KRA’s Develop, implement and maintain Human Resource Utilisation (Conditions of service and related) Policies, strategies, guidelines, processes and procedures within the legislation framework(Render a Human Resource (HR) advice service to line function and top management on Conditions of Service Matters and Employment Equity (EE)(Write reports and submissions on all HRU and related matters including the Annual EE Report to the Department of Labour(Render an HR assistance and advisory service to the Associated Bodies and act as the secretary to the HR Forum for Associated Bodies( Analyse and formulate recommendations to top management on exit interview questionnaire contents(Co-ordinate and implement Financial Disclosure of SMS( Assist in HR Planning

ENQUIRIES
:
Mrs. Juanita van der Merwe (012 317 8656
POST 41/43
:
SECRETARY
SALARY
:
R68 955 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior certificate or equivalent qualification and practical experience related to the duties, PLUS the following key competencies:(Knowledge of: Ms Office packages e.g. Word, PowerPoint, Excel, e-mail, Internet, etc(Office/telephone etiquette(Public Relations(Document tracking(Administrative practice(Filling systems(Skills:(Excellent organisational skills(Interpersonal skills(Computer Literacy(Good organisational skills (Communication:(Good interpersonal relations at all levels(Good Communication Skills (verbal & written)(Ability to maintain high level of confidentiality (Creativity:(Problem solving capability(Be able to work under pressure(Innovative and creative thinking abilities Recommendation/ Note: Possession of a Post Matric Qualification in Office Management or Secretarial Services or equivalent will be an added advantage.
DUTIES
:
KRA’s Manage the Chief Director’s diary(Arrange meetings, workshops and provide administrative support(Track submissions(Draft correspondence and registers(Handle all logistical arrangements, process S& T claims and payments(Liaise with external stakeholders(Compile monthly reports and maintain a correct filling system (electronic & physical) (Take minutes of meetings.

ENQUIRIES
:
Mr MW Mkhize (012 317 8646
POST 41/44
:
SENIOR PERSONNEL OFFICER X2 (6 MONTHS CONTRACT)
SALARY
:
R68,955. per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Grade 12 Certificate plus practical experience PLUS the following key competencies: (Knowledge of
: Human Resource prescripts (PSR, PSA, Financial Manual, PSCBC Resolutions, HR Legislation), policies and processes(Department’s mission and vision and how a Human Resource Utilisation Office can contribute to achieve the  departmental objectives (Skills:(Ability to interpret and apply HRM decisions, policies and prescripts(Computer Literacy (MS/Suite)(Numeracy skills (calculation of pension, leave, housing)(Organizing skills (Ability to work under pressure with several different issues simultaneously)(The ability to identify urgent and/ or important matters(Good Interpersonal relations (Communication:(Good Communication Skills, both verbally and in writing(Good people skills (Creativity:(Ability to think and be creative Recommendation/ Note: An HR qualification or experience in condition of service and Persal will serve as a recommendation. Candidates will be subjected to testing (written business language, calculation, and prescript interpretation and computer skills). 
DUTIES
:
KRA’s Write letters, deal with enquiries, enter information on PERSAL and apply prescripts pertaining to the following: Pension, Medical Aid, Leave, Unemployment Insurance, Transfers, State guarantees, Home owner deductions and allowances, Injury on duty, Resettlement/Accommodation and travel claims, Long Service Awards, Termination of Service, other Allowances and Establishment administration 

ENQUIRIES
:
Ms Bangi Mokgoatjane/ Ms Jo-Dene vd Wsthuizen (012 3178146/ 3178383
POST 41/45
:
SENIOR REGISTRY CLERK (MH&S) 

SALARY
:
R58 290 per annum

CENTRE
:
Mpumalanga Region (Witbank)

REQUIREMENTS
:
Grade 12 Certificate with appropriate experience PLUS the following key competencies (Knowledge of: Registry Procedures( Policies and Government Prescripts(Filing systems (Skills Organisational(communication(Computer literacy (Interpersonal skills (Communication: Ability to communicate verbally and in writing in such a way that the image and professionalism of the Department is enhanced( conflict handling(Creativity: Innovative and creative thinking abilities

DUTIES
: 
KRA’s Open, distribute, close and record files( Record, handle and distribute incoming and outgoing mail( Maintain and be responsible for all filing system associated with MH&S division(  Receive, record and issue statutory mine plans.

ENQUIRIES
:
Mr LJA Bezuidenhout (Witbank) Tel 013-6561448 

POST 41/46
:
AUXILIARY SERVICE CLERK X3
SALARY
:
R49 665 per annum,

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Grade 12 Certificate coupled with relevant experience PLUS the following key Competencies (Knowledge of(Filing system(Mail procedure and policies(Minimum information security standard( Public Service  Act(Skills(Ability to meet deadline( Analytic (Motivational (Organisational skills(Computer literacy (Communication:(Read and write(Listening (Creativity:(Ability to make decision(Decision making(Flexibility

DUTIES
:
KRA’s Collect and distribute official items( Transport officials to attend courses, trainings and workshops(Register collected and distributed items and ensure that they are signed for(Make photocopies, bind documents and faxes(Shred documents( Perform other duties as requested by the supervisor(Assist in taking cars for service.

ENQUIRIES
:
Mr G.K Monyamane (  (012)317 – 8042

NOTE
:
Driver’s Licence (Minimum code EB) is a prerequisite together with knowledge of Gauteng Main Centres. 

ANNEXURE H
OFFICE OF THE PUBLIC SERVICE COMMISSION

The Office of the Public Service Commission is an equal opportunity, representative employer. It sees itself as an employer that embraces and promotes representivity (race, gender and disability) in the Public Service through the filling of positions. Candidates whose appointment/transfer/promotion will promote representivity will therefore receive preference. Persons with disability are especially encouraged to apply. An indication of representivity profile by applicants will expedite the processing of applications.

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

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
02 November 2007

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

MANAGEMENT ECHELON

POST 41/47
:
CHIEF DIRECTOR: SPECIAL OPERATIONS
Job Purpose: To render special operations functions at the PSC by investigating, co-ordinating and reporting any alleged attempt, conspiracy to commit an offence, irregularities and misconduct in terms of related statutes, regulations and frameworks.

SALARY
:
All inclusive remuneration package of R591 510 per annum (The package includes a basic salary (60% of package), State’s contribution to Government Employee Pension Fund (15% of basic salary) and a flexible portion of 40% that may be structured in terms of the applicable guidelines, related statutes, regulations and frameworks.

REQUIREMENTS
:
Ideal candidate’s profile: ●An appropriate recognised Bachelor’s degree or equivalent qualification in Public Administration or the Legal field ●A post-graduate qualification will be an added advantage ●Skills and Competencies: In-depth knowledge of legal and Public Service Regulatory Framework governing all aspects of public administration ●Proven experience in and knowledge of handling highly sensitive investigations, risk assessment, financial audits, Information technology audits and corporate governance ●People management, presentation, excellent writing and communication skills ●Highly proficient computer skills in the Microsoft Office Suite, e.g. Excel, Word and PowerPoint. 

DUTIES
:
Key Performance Areas: ●Ensure enhancement and maintenance of effective investigations relating to corruption in the Public Service ● Investigate and manage special investigations ● Develop, enhance and maintain an effective integrated information management system for corruption reporting ● Manage and co-ordinate regular risk assessments ● Maintain a fraud prevention plan ●Maintain Special Operations awareness programme ●Close liaison with internal units within PSC to lift strategic issues for engagement with stakeholders● Develop strategic documents● Co-ordinate relations with stakeholders on investigations and cross governance issues.

ENQUIRIES
:
Mr D Maphumulo 012 352 1195

POST 41/48
:
CHIEF DIRECTOR: PROFESSIONAL ETHICS
Job Purpose: To enable the PSC to promote a culture of professional and ethical behaviour in the Public Service, promote a high standard of ethical conduct amongst public servants and contribute to corruption prevention and combating.

SALARY
:
All inclusive remuneration package of R 591 510 per annum (The package includes a basic salary (60% of package), State’s contribution to Government Employee Pension Fund (15% of basic salary) and a flexible portion of 40% that may be structured in terms of the applicable guidelines.)

REQUIREMENTS
:
Ideal candidate’s profile: ●An appropriate post-graduate degree or equivalent qualification in the fields of Legal or Public Administration ●A Master degree will be an added advantage ●Skills and Competencies: In-depth knowledge of legal and Public Service Regulatory Framework governing all aspects of public administration ●Proven experience in and knowledge of handling  legal, administrative and ethical practices, corporate governance, financial management and the Public Finance Management Act ●Knowledge of latest trends and initiatives in ethics/anti-corruption ●People management, project management, presentation, excellent writing and communication skills ●Sufficient computer skills in the Microsoft Office Suite, e.g. Excel, Word and PowerPoint. 

DUTIES
:
Key Performance Areas: To provide overall management of the Anti-Corruption Hotline call center ● Management of the case management system and referral of case reports to government departments. ●Conduct ethics research and report on ethical infrastructure of the Public Service ●Ensure that Secretarial Services to the Anti-corruption Forum are rendered according to protocols approved by the Forum ●Ensure proper implementation an administrative system for disclosure of financial interest by Senior Management Service ●Provide professional advice and make recommendations on issues relating to conflict of interest ●Provide secretarial support to the National Anti-Corruption Forum.

ENQUIRIES
:
Ms CN Mampuru 012 352 1201/1207

ANNEXURE I
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, 22 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 41/49
:
DIRECTOR: COMMISSIONED AND SPECIAL PROJECTS (CONTRACT UNTIL MARCH 2010)

SALARY
:
An all inclusive remuneration package of R502 725 per annum . Annual progression up to a maximum salary R541 284 is possible subject to satisfactory performance. The all-inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured according to personal needs within a framework.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Honours degree (or equivalent qualification) in project management. Advanced knowledge of the key challenges of government and the public service. Good understanding of the public service transformation and reform agenda. Acknowledgement and understanding of the power of new ideas and technologies in the delivery of public services and in improving the performance of government. Well-developed writing and communication skills. Ability to interface at senior levels within the public service and private sectors. Computer proficiency.

DUTIES
:
To establish and manage a programme of self-sustaining projects that advance the core mandate of CPSI as well as special projects assigned to the CPSI by the Minister or DG. In close consultation with the Executive Director: CPSI and other members of the CPSI management team, to identify self-sustaining and commissioned projects that can be established that take forward the functions assigned to the CPSI by the Minister of Public Service and Administration. Put in place suitable project management arrangements for special projects that will be assigned to the CPSI by the Minister of Public Service and Administration or the Director-General of the DPSA. To manage a portfolio of self-sustaining and special projects which will include the establishment of appropriate project management structures, appointment of a project manager, together with the project manager to put in place a suitable capacity model, development of a budget for projects, secure financial and other resources, to oversee the utilization of the project budget, and developing progress reports for the Executive Director, members of the CPSI management team, the DG, and Minister. Develop and strengthen partnerships and relationships with the private sector, civil society, academic institutions and international organizations where these assist in establishing self-sustainable projects that enhance innovation. To ensure that the workplan and outputs of self-sustainable, commissioned, and special projects are aligned to the core functions assigned to the CPSI by the MPSA.

ENQUIRIES
:
Dr Z  Tshandu tel: (012) 336-1049 

POST 41/50
:
DIRECTOR: ENABLING ENVIRONMENT (CONTRACT UNTIL MARCH 2010)

SALARY
:
An all-inclusive remuneration package of R502 725 per annum Annual progression up to maximum salary of R541 284 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
:
An appropriate Honours degree (or equivalent qualification) in Public Administration, Marketing, Communication and Project Management. Advanced knowledge of the key challenges of Government and the Public Service. Good understanding of the Public Service transformation and reform agenda. Acknowledgement and understanding of the power of new ideas and technologies in the delivery of public services and in improving the performance of Government. Well-developed writing and communication skills. Ability to interface at senior levels within the Public Service and private sectors. Computer proficiency. Well-developed skills in managing diverse and complex forums. A passion for improvement, change and development.

DUTIES
:
Co-ordinate and manage the Enabling Environment unit activities. Formulate, implement, monitor and review of CPSI marketing and communication strategy. Facilitate understanding of CPSI through dissemination of information through website, portals and publications. Manage of CPSI corporate identity. Co-ordinate strategic events such as CPSI Public Sector Innovation Awards, UN and CAPAM awards. Co-ordinate and manage CPSI website. Co-ordinate, organise and manage the Executive Development Programme of CPSI in partnership with external stakeholders. Co-ordinate, organise and manage the CPSI Public Sector Innovation conference. Support internal communication. Co-ordinate awareness on international trends with regards to innovation communication and marketing. Identify service delivery challenges and potential solutions that require further research by CPSI. Perform any other duties delegated by CPSI.

ENQUIRIES
:
Dr Z Tshandu, Tel. No. (012) 336-1049 

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

OTHER POST

POST 41/51
:
COMMUNICATIONS OFFICER
The purpose of this post is to provide consistent good news stories to the media through the use of internal publications and all other forms of communication (print and electronic media, etc) in support of the activities of the Minister for Public Service and Administration (MPSA). Furthermore, he/she will provide a weekly analysis of news.

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate tertiary qualification in Journalism. Previous experience in Journalism is essential. Proven track record with traceable experience in the communication and media industry. A valid driver’s license. A thorough understanding of principles, values and methodologies underpinning Government communication. Excellent liaison and communication (written and verbal) skills. Ability and willingness to work under pressure and irregular hours. Ability to keep to deadlines. Good interpersonal skills. Good editing skills. Attentive to detail, flexible, client focused and innovative.

DUTIES
:
Media monitoring, reporting and alerting of stakeholders; draft press releases/statements, responses to news and opinion articles; organize media interviews/briefings; news analysis; maintain media database and links with media; provide any other required support to the Directorate.

ENQUIRIES
:
Ms L Mafokosi, Tel. No. (012) 336-1017 

ANNEXURE J
DEPARTMENT OF PUBLIC WORKS

[image: image1.jpg]



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

CLOSING DATE
:
19 October 2007 

OTHER POSTS

POST 41/52
:
MENTORS PROFESSIONAL SERVICES REF 2007/989
SALARY
:
Negotiable between All inclusive salary of 369 000-R502 725 per annum

CENTRE
:
Head Office (Pretoria) Please specify your reference number in your application and preferred filed. Submit separate documentation for each position

REQUIREMENTS
:
Applicants must be professionally registered with their respective Statutory Bodies and have extensive experience in their field of expertise. A certified copy of proof of Professional registration, must be submitted together with the application 

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 41/53
:
CHIEF ELECTRICAL ENGINEER PROFESSIONAL SERVICES REF 2007/981

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
An appropriate Bachelor’s degree in Electrical Engineer or relevant qualification at that level. Registration with the Engineering Council of South Africa as a Professional Engineer as well as a Government Certificate of competency in Electrical Engineering. At least five ( 5) years experience, clearly demonstrating a good understanding and competence in most facets of the practices, construction methods, techniques and systems applied in the full spectrum of the electrical and electronic engineering field found in the built environment. A thorough knowledge of and experience related to electrical services to buildings, street and area lighting, as well HT and LT reticulation systems, all access control systems, CCTV systems, Electrical monitor systems used on fences in correctional services. A good understanding of construction industry contracts and all relevant legislation, experience in the implementation of the Occupational Health and Safety Act, 1993, is highly recommended.
DUTIES
:
Review and evaluate Electrical Engineering Consultant’s designs, drawings, details and tender documentation against best practice norms as applicable to new, rehabilitation and/or maintenance contracts and ensure compliance with Departmental requirements.  Provide technical hands-on specialized support and technical reports to Project Managers in evaluating the effectiveness and efficiency of proposed electrical engineering designs, maintenance of operational agreements between Client Departments and Department of Public Works.  Design and develop documentation for in-house projects as and when required. Determine cost efficiency of electrical engineering projects and life cycle costing.  Evaluate installation activities to ensure that the designs and specifications are executed and performed to acceptable standards.  Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects.  Monitor the commissioning of electrical engineering installations and services.  Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts. Assist legal services with contractual matters relating to electrical contracts. Monitoring standards of installations, operations, maintenance and records. Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects. Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts of electrical engineering services Advise on the suitability of professional engineers for registration on departmental roster of consultants.
ENQUIRIES
:
Mr R Lloyd. Tel (012) 310 5080

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/54
:
MANAGEMENT TRAINEES: REF 2007/990
SALARY
:
All inclusive commencing salary package R106 335 to All inclusive salary of R311 358 per annum Depending on the level of appointment 

CENTRE
:
Bloemfontein Regional Office Ref 2007/990A



Cape Town Regional Office Ref 2007/990B



Durban Regional Office Ref 2007/990C



Johannesburg Regional Office Ref 2007/990D



Kimberley Regional Office Ref 2007/990E



Mafikeng Regional Office Ref 2007/990F



Nelspruit Regional Office Ref 2007/990G



Polokwane Regional Office Ref 2007/990H

Pretoria Regional Office Ref 2007/990I

Port Elizabeth Regional Office Ref 2007/990I

Umtata Regional Office Ref 2007/990J

Head Office Ref 2007/990K

REQUIREMENTS
:
South African citizens who hold B.Sc, M.Sc, B.Tech or M.Tech (or equivalent) degrees from recognized tertiary institutions in the professions of Architecture, Quantity Surveying, Civil, Electrical, Structural, Mechanical Engineering, Water Care, and Real Estate/ Valuations are invited to apply for participation in the above mentioned initiative and to capitalize on this opportunity to obtain professional registration in the built environment. Applicant must, besides the afore-cited qualification, be computer literate, have communication and interpersonal skills and be in possession of a valid drivers licence.

ENQUIRIES
:
Ms V Nene, Tel (012) 337 2608

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

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

POST 41/55
:
ASSISTANT DIRECTOR: KAM CLIENT BUDGET ADMIN REF 2007/977
SALARY
:
R196 815 per annum

CENTRE
:
Pretoria Regional Office
REQUIREMENTS
:
A recognized degree /national diploma or related qualification with appropriate experience in property maintenance and budgeting. Valid driver’s license. Computer literacy, especially working with spread sheet. Report writing (MS Excel, MS Word), Knowledge and understanding of in the following: financial management, procurement, client relations, builds environment, property industry and Project Management. Strong supervision abilities, Budgeting skills with specific reference to the capital works and maintenance budget. Excellent knowledge and ability to operate the works control system. (WCS) ability to download and process information from WCS. Sound budgeting and financial management skills. Good analytical, verbal and written communication skills. An understanding of PFMA and government regulations as well as policies.
DUTIES
:
Programming of service on the Control Works Systems and reporting of possible over/under planning projects to KAM managers. Facilitate the monitoring of the building programme. Assist KAM in budget control for Capital Works and planned maintenance. Provide budget input to customers billing on requirements for capital works and planned maintenance allocations with consolidated inputs from KAM, Project Managers and other directorates. Report shortages or surplus of funds to customer billing. Monitor and update cash flows of projects. Consolidation of monthly expenditures reports for the administration budget of KAM section. Co-ordination and solving of problems regarding pace reports and other reports to be supplied to head office, client departments and directorates within the policies. Ensure compliance with PFMA and other relevant government regulations and policies. Ensure efficient management of the section’s operations and its personnel. 
ENQUIRIES
:
Ms E Van de Venter. Tel (012) 310 5050

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/56
:
ASSISTANT DIRECTOR UTILISATION AND CONTRACT Ref 2007/980

SALARY
:
R196 815 Per annum

CENTRE
:
Pretoria Regional Office
REQUIREMENTS
:
An appropriate three year degree or equivalent qualification plus appropriate experience in property management and information systems. Appropriate experience in fixed assets management and information systems. A high degree of computer literacy, experience in budget administration and financial analysis. Analytical ability, high level verbal and written communication skills and good interpersonal skills. A valid driver’s license. 

DUTIES
:
Manage and ensure a reliable property information system and asset register through information provided by all units involved in property transactions. Ensure that property management information system is able to reflect all relevant property related information. Keep track of developments with regards to property management trends. Communicate with Provincial Governments in maintaining the national fixed asset register. Liaise with all relevant stakeholders and units to ensure that property information is captured correctly and in good time. Assist in preparation of reports to top management and all stake holders. Comply with the requirements of the PFMA.

ENQUIRIES
:
Ms. M Tshabalala Tel (012) 310 5056

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/57
:
ASSISTANT DIRECTOR: CLIENT RELATIONS MANAGEMENT PRESTIGE PROPERTY MANAGEMENT REF 2007/987

SALARY
:
R196 815 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
Relevant National diploma/ B degree with relevant years of experience in a highly Prestige environment. Hands-on team oriented and pro-active. Sound administrative background. Knowledge of customer relations. Computer literacy. Knowledge of report writing, submissions and parliamentary questions. Knowledge and/ understanding of procurement systems of government. Good verbal and written communication skills. Excellent communication and interpersonal skills and ability to interact with highly placed Prestige officials and clientele.Sound budgeting and financial management skills. Knowledge of the built environment.

DUTIES
:
The successful candidate will, Support the Deputy Director: Estate Manager. Write submissions and reports on a regular basis. Give input towards the compilation, operation and execution of annual business plans for the Directorate. Consolidate reporting to clients on progress. Compile input for questions. Client relations management for Ministerial residences. Compile input towards the compilation of annual programme for prestige furniture and maintenance. input towards the foundation of annual budgets. Ensure effective management of the capital budget for furniture maintenance. Coach and develop personnel reporting to him/her.

ENQUIRIES
:
Mr M Moeketsi, Tel: (021) 686 1807 / 402 2173

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 41/58
:
ASSISTANT DIRECTOR: CAPITAL PROCUREMENT REF 2007/983

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS 
:
A Tertiary qualification in the relevant field plus substantial administrative experience in appropriate experience in supply chain management. Experience and knowledge of PFMA, Treasury Regulations, PPPFA, BBBEE, etc. Good communication skills and Computer literacy.

DUTIES
:
Manage the Supply Chain Management functions/responsibilities, i.e. procurement *Develop, implement and maintain Policies, Procurement Directives and Delegations *Provide advice on procurement to employees *Develop and maintain a database on all service providers *Act as secretarial to the Bid Committee *Operational planning and work organisation of the unit *Manage staff of the unit *Financial management of the unit *Experience and knowledge of the principles of GAAP *Co-ordinate and administer the Bid processes *Ensure that the agenda is prepared and distributed on time *Check the correctness of the minutes *Request and receive State Guarantees *Prepare weekly and monthly reports.

ENQUIRIES
:
Mr MJ Maluleke, Tel (015) 293 8003

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

FOR ATTENTION
:
Mr NJ Khotsa

POST 41/59
:
CHIEF WORKS MANAGER: BUILDING FACILITIES MANAGEMENT Ref 2007/971

SALARY
:
R132 054 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
Relevant recognised Bachelor’s degree/ National Diploma in the building industry, Relevant experience in the technical fields or N3 plus trade test and 5 to 10 years in the technical field. Applicable knowledge of the PFMA, OHSA, National Building Regulations and Environmental Conversation Act. Driver’s licence. Willing to travel and work irregular hours. Computer literate. Ability to work under pressure. Project management skills. Property and facilities management skills. Knowledge of procurement process and systems. Good analytical skills. Good verbal and written communication skills.

DUTIES
:
Assist Control Works Manager with the management of building projects. Attend to planned and unplanned maintenance requested from the clients Investigate customers complains, new services required and the associated costs. Compile and prepare scope of work, estimates and technical reports. Prepare specification \ scope of work for unplanned maintenance, minor new works and the associated costs. Ensure building work and drawings comply with the OHSA. Verify and certify invoices from contractors. Maintain, update and manage Asset Register. Inspect and certify municipal accounts for rates payments on State properties.

ENQUIRIES
:
Mr O Lamb, Tel (021) 402 2215

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 41/60
:
CHIEF WORKS MANAGER (ELECTRICAL) FACILITIES MANAGEMENT Ref 2007/972

SALARY
:
R132 054 per annum

CENTRE
:
Cape Town Regional Office 

REQUIREMENTS 
:
An appropriate Bachelor’s degree or equivalent qualification in a Electrical field, coupled with relevant experience in technical field or an appropriate N3 plus Trade and 2 to 5 years’ technical experience. Having experience in generator systems, UPS systems, switch gears, transformers, substations and minibus, ect. Be able to apply knowledge of the PFMA, OHSA, SCM, PPFA, National Building Regulations and Building Standards, ECA and ECSA. A valid driver’s licence. Willing to travel. Computer literacy. Ability to work under pressure. Project management and contract management skills will be an added advantage. Good verbal and written communication skills.

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

ENQUIRIES
:
Mr O Lamb, Tel (021) 402 2215

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 41/61
:
CHIEF WORKS MANAGER (MECHANICAL) TECHNICAL MAINTENANCE REF 2007/979

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria Regional Office
REQUIREMENTS
:
Relevant recognized qualification accompanied by proven technical experience. OR N3 plus trade test completed successful plus 5 years technical experience in mechanical. A valid driver’s license; computer literacy; knowledge and understanding of PFMA, OHSA, national Buildings Regulations, Environmental Sound analytical and good written and verbal communications skills. 

DUTIES
:
Attend to planned and unplanned maintenance requested from the clients. Compile scope of works and prepare estimates and technical reports. Inspect and report on leased buildings. Inspect and report on optimum use of Mechanical equipment and installation. Ensure all automatic sprinkler systems comply with the Automatic Sprinkler Bureau Standards. Ensure mechanical work and drawings comply with the OHSA and SABS. Preparation of tender document. Verify and certify invoices for contractors. Ensure effects and efficient management of Property Management functions related to Mechanical discipline. Prepare and compile monthly reports. 

ENQUIRIES
:
Mr. W Mudau, Tel: (012) 310 5022

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/62
:
SENIOR PERSONNEL PRACTITIONER: CAREER MANAGEMENT HUMAN RESOURCE DEVELOPMENT Ref 2007/976

SALARY
:
R132 054 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A recognized tertiary qualification in social sciences/human resources management. Knowledge of CORE, BCEA, LRA, Collective Agreements, Public Service Act & Regulations. Exposure to best practices, standards, processes and procedures related to career development and management (i.e. counseling methodologies, techniques and models). Assertive, self-motivated and ability to work independently. Analytical thinking, problem solving & motivational skills. Computer literacy, communication skills and report writing abilities.

DUTIES
:
Develop, implement and maintain policies and processes related to career management, including the development of career paths for occupational groups in the Department. Conduct research on emerging issues and provide advice on possible strategic interventions. Develop, implement and   maintain appropriate assessment tools and/or instruments. Develop and implement strategies to assist employees towards achieving career goals. Advise managers and staff on issues related to career planning and supporting development opportunities. Ensure alignment of career management processes with performance management. Undertake assessments to identify individual potential and liaise with managers to align with personal development plans. Establish and maintain the Departmental Resource Centre for career information, guidance and counseling. Facilitate support programmes for bursary holders and monitor progress in partnership with career counseling centres. Develop and implement comprehensive related communication and awareness programmes. Compile and submit related and relevant reports.

ENQUIRIES
:
Ms T Zuma, Tel (012) 337 3381/2551

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 41/62
:
SENIOR PERSONNEL PRACTITIONER RECRUITMENT & PLANNING REF 2007/975

SALARY
:
R132 054 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
A degree/ national diploma 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. Driver’s licence will be an added advantage. 

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

ENQUIRIES
:
Mr H Hlophe Tel. (011) 713 6092

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X3, Braamfontein, 2017

FOR ATTENTION
:
Mr. COM NXUMALO

POST 41/63
:
ADMINISTRATIVE OFFICER REGISTRY REF 2007/991
SALARY
:
R106 335 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
A Bachelor’s Degree/ National Diploma or equivalent qualification plus relevant appropriate experience. Well developed interpersonal skills. Good verbal and written communication skills. Computer literacy. Completion of registry and archives courses. Knowledge of records/documents management and filing system. Knowledge of National Archive Act and postal processes.

DUTIES
:
Overall management of the registry unit. Formulation and implementation of records management policies, procedure and systems. Safe custody for all management records. Capacitating of registry staff to ensure sound management of records. Manage the preparation and dispatching of mail, receipt and opening of mails, messenger service, internal distribution of correspondence and maintaining a filing system. Compile reports for management. Supervision and training of staff. 

ENQUIRIES
:
Ms J Thobejane, Tel (012) 310 5986

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/64
:
ADMIN OFFICER: CLEANING SERVICES X2 FACILITIES MANAGEMENT REF 2007/988

SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Regional Office 

REQUIREMENTS
:
Appropriate three years Degree or Diploma, with extensive related experience in administrative. A valid driver’s licence, Knowledge and understanding of procurement and tender regulations, Occupational Health and Safety Act, Labour Relations Act and PFMA. Good written and verbal communications skills, report writing and interpersonal skills and computer literacy. The candidate must be prepared to travel extensively. Knowledge of performance management and development system.

DUTIES
:
Prepare service contracts, ensure compliance with service policies and procedures, verify invoices and compile payments certificate. Determine and consolidate budget requirements, monitor expenditure according to budgets limit and provide inputs to financial and audit reports. Provide support to the administration of cleaning services by liaising with clients, verifying the purchase and distribution of cleaning materials and equipments, supervising cleaning personnel in accordance with PMDS, recommending appointment of relief cleaners and supporting the administration of the office 

ENQUIRIES
:
Mr AN Peter, Tel (021) 402 2040

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

FOR ATTENTION
:
Ms N Mtsulwana 

POST 41/65
:
ADMINISTRATIVE OFFICER: PROPERTY ACQUISITIONS REF 2007/985

SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS 
:
An appropriate three year tertiary qualification or equivalent, preferably in Property Management, Administration, Legal or similar environment plus appropriate experience in acquisitions of property or rights in-fixed property and property administration. A valid drivers’ license. Computer literacy. Knowledge and understanding of government procurement processes, contractual policies and procedures. Understanding of the property market and its trends. Understanding of the derivatives forms of acquisition of property (expropriation, common law and prescriptions, e.t.c) Good verbal and written communication skills. Negotiation skills. 

DUTIES
:
Procure leased properties to be utilised by clients departments (Offices, land and official housing). Procure fixed property or rights in fixed State properties. Keep track of the property market and its trends. Negotiate property purchases. View tendered or identified properties. Draft lease agreements, submissions and other documentation resulting from negotiations. Negotiate with property owners for acquisitions of leased properties. Advice client departments on issues related to property acquisitions. Perform general administrative duties within the office. Follow up with the relevant parties on the conveyance process on the acquisition of property. 

ENQUIRIES
:
Ms. MB Lekgoathi (015) 291 6300

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

FOR ATTENTION
:
Mr NJ Khotsa

POST 41/66
:
ADMINISTRATIVE OFFICER: PROPERTY DISPOSALS PROPERTY MANAGEMENT REF 2007/970

SALARY
:
R106 335 per annum 

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An applicant must be in possession of an appropriate degree/ diploma and must have relevant experience in property management. Be computer literate, good communication, verbal and writing skills. Well organized and professional. Ability to cope under pressure as well as keeping to deadlines. A valid driver’s license is prerequisite and ability to travel extensively. Knowledge of State Land Disposal Act, Supply Chain Management, PFMA, and Vesting of State Land in terms of the Constitution will serve as an advantage.  

DUTIES
:
Identification and disposal of superfluous/redundant state properties. Vesting of state owned properties in the name of the National Government. Conducting research to obtain information for the vesting and disposal of the property. Prepare submissions to Head Office National Department of Public Works and Department of Land Affairs .Facilitate the release of State Land for land reform purposes. Liaise with all relevant stakeholders to effect disposals of State Land. Facilitate the transfer of property and ensure that the property system is updated accordingly upon transfer. 

ENQUIRIES
:
Ms S Senakgomo, Tel (051) 400 8916 

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 41/67
:
ADMINISTRATIVE OFFICER TRANSPORT REF 2007/986
SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Appropriate Bachelor’s Degree/National Diploma in Fleet Management or equivalent qualification with relevant experience in facilities management. A valid drivers’ license. Strong verbal and written communication skills. Computer literacy is essential. Ability to work with budgets and knowledge of tender procedures are added advantages. Attributes: Understanding of PFMA and Public Service Act.

DUTIES
:
Make travel bookings, Issue cars, Daily vehicles inspection, Arrange petrol cards, Report accidents and make bookings for services, Capture trip authority on electronic logging system, Reconciliation of daily kilometers traveled, Weekly report on travel and transport. 

ENQUIRIES
:
Mr. NE Mulovhedzi (015) 291 6300

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

FOR ATTENTION
:
Mr NJ Khotsa

POST 41/68
:
ADMINISTRATION OFFICER: UTILIZATION AND CONTRACTS REF 2007/984

SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
An appropriate National Diploma/Degree in Administration. Real Estate or equivalent qualification. An appropriate. Experience in Immovable Property Management and/or Information System or fixed asset environment. High level of communication skills as well as good interpersonal skills. A valid drivers’ license and be prepared to travel extensively. Good written and analytical skills. Understanding of PFMA, Supply Chain Management and Other related immovable Property Acts. 

DUTIES
:
The successful incumbent will be responsible for: Update and keeping National fixed asset register of the regional office. Update information on the property management information system to reflect all relevant property related information on the ground. Keep track of developments with regard to property management trends. Liaise with all relevant stakeholders and units to ensure that property information is captured correctly and in good time. Assist in vesting of properties. Management of debtors. 

ENQUIRIES
:
Mr NR Nengovhela, Tel (015) 291 6326

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

FOR ATTENTION
:
Mr NJ Khotsa

POST 41/69
:
SENIOR REGISTRY CLERK REGISTRY REF 2007/978
SALARY
:
R68 995 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate plus relevant experience. A general knowledge of registry (record management and filing) is essential. Computer literacy. Competencies needed: Ability to identify, classify and record large variety of official documents. Communication (verbal and written) skills. Ability to work long and irregular hours under pressure. 

DUTIES
:
Register all correspondence and submissions electronically. Sort and refer all correspondence, submissions and memoranda and redirect appropriately. File all documents according to the prescription of the National Archives. Control of stock and ordering of stationery, office automation etc.

ENQUIRIES
:
Ms J Thobejane, Tel (012) 310 5986

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

POST 41/70
:
SENIOR FOREMAN WORKSHOP REF 2007/982
SALARY
:
R68 995 per annum

CENTRE
:
Pretoria Regional Office
REQUIREMENTS
:
ABET certificate with relevant experience. Trade test certificate plus a driver’s license is prerequisite. 

DUTIES
:
 Repair and maintain technical faults related to painting. Updating register of maintained and repaired faults. Spot check technical faults for maintenance required. Obtain quotations and purchase requirements and materials. 

ENQUIRIES
:
Mr J Mabala Tel (012) 321 7104

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

FOR ATTENTION
:
Mr B Mkwebane/Mr MI Jele

NOTE
:
The National Department of Public Works, in line with ASGISA and JIPSA has embarked on an initiative to assist a selected number of persons who have, in the preceding 5 years, obtained a professional qualification in Project Management, Architecture, Quantity Surveying, Civil, Electrical, Structural, Mechanical Engineering and Real Estate/ Valuations in registering as Professionals/ Technologists in either of the said professions. Each such person will be appointed on a contract for a period of 2 years during which he/ she is expected to work on projects under the mentorship, and obtain professional status. Upon completion of contract, registration obtained and performance assessment of at least 65%, and availability of posts, each person will be offered permanent employment within the Department:

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

NOTE
:
Applications, on form Z.83 (obtainable from any Public Service department or electronically from www.gov.za), and accompanied by a comprehensive CV and certified copies of qualifications and certificates of service should be forwarded, quoting the relevant reference number.  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 the Department.

CLOSING DATE
:
26 October 2007

MANAGEMENT ECHELON

POST 41/71
:
SENIOR MANAGER: MUNICIPAL INFRASTRUCTURE POLICY (DIRECTOR LEVEL)



Free Basic Services And Infrastructure

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

REQUIREMENTS
:
Required for appointment to this position is the 


following:An appropriate three year Bachelor’s Degree in the Built Environment Disciplines or an equivalent qualification from a recognized educational institution;

Extensive knowledge of and experience in the field of local government, Extensive experience in development work with specific reference to infrastructure planning, management, implementation and monitoring and evaluation; Well versed with government policy on service delivery, poverty eradication and job creation; In-depth knowledge of the municipal local government system and constitutional mandate of local government; Extensive knowledge of government legislation dealing with infrastructure delivery.Experience in both government and private sector infrastructure delivery approaches;Sound knowledge of public private partnerships, donor funding, borrowing frameworks, private infrastructure funding, and operations of other infrastructure funding agencies and institutions; Must have extensive understanding of the IDP’s and be able to advise municipalities;Sound understanding of Inter-governmental Relations and the relationship between the three spheres of government; and have extensive experience and knowledge of MS Word, Excel and Access.

DUTIES
:
The successful candidate will be required to: Accept full responsibility for all the municipal infrastructure policy issues of the MIG Unit; Provide policy support to municipalities and the municipal PMU’s to ensure the efficient implementation of government policy at municipal sphere; Provide policy support to provincial programme managers; Provide support to ensure the coordination of Provincial Municipal Infrastructure Task Team Prepare reports for the Municipal Infrastructure Task Team, the Social and Economic Clusters, Cabinet Makgotla and Exco; Analyse and advise government on the feasibility of the introduction of new policies in respect of municipal infrastructure; Assess the role and participation of other government departments and private sector players to support the MIG; Facilitate project management capacity building to ensure functional PMUs, Develop policy proposals for solutions in problematic areas. Review, update and monitor the implementation of the Municipal Infrastructure Investment Framework (MIIF) document. Coordinate the development of a model on support unit for public provision of services (SUPPS). Represent dplg in fora dealing with infrastructure

ENQUIRIES
:
Ms. F Makhubu, ( 012) 334 4999

POST 41/72

:
SENIOR MANAGER: MUNICIPAL FINANCE POLICY (DIRECTOR LEVEL)



Branch Systems And Capacity Building
SALARY
:
R 502 725 per annum (The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.)

CENTRE
:
Pretoria
REQUIREMENTS
:
A graduate qualification in Economics, Public Sector (Municipal) Finance or related area. A post graduate degree in the above-mentioned fields will be an added advantage. Relevant experience in public policy analysis, formulation/development, implementation, monitoring and evaluation. Knowledge of the intergovernmental fiscal system. Good understanding of developmental local government and the transformation imperatives. Negotiation, networking, comprehensive and proven interpersonal skills to maintain effective relationships with stakeholders. Good verbal and written communication. Good computer skills in word processing, spreadsheets and PowerPoint. Ability to work under pressure and meet tight deadlines, and be target driven. Willingness to travel frequently, if and when necessary.

DUTIES
:
Manage the development and refinement of policy and the regulatory framework on municipal finance, in particular, the Municipal Property Rates Act. Monitor and support municipalities in the implementation of the Municipal Property Rates Act, as well as supporting provinces regarding their monitoring and support role to municipalities regarding the said Act. Undertake targeted monitoring of the economic impact of municipal taxation decisions on sectors of the economy and propose appropriate national policy interventions where required. Input in the development of policy on the reform of local government taxes and exploring of other potential local government revenue raising instruments. Regulate the financial aspects of the Municipal Systems Act.

ENQUIRIES
:
Mr M Manyike, Tel: (012) 334-4918

OTHER POST

POST 41/73
:
DEPUTY MANAGER: YOUTH DEVELOPMENT, HIV AND AIDS
SALARY
:
R 157 686 per annum 
CENTRE:
:
Pretoria
REQUIREMENTS
:
An appropriate tertiary qualification in Social Studies or related fields, Development Studies or Public Administration. Sound knowledge of: HIV and AIDS; Government Regulatory Framework on HIV and AIDS, Youth Development, Developmental Local Government. Communication skills. Advocacy skills. Problem solving and computer literacy. Knowledge of Local Government policy and legislation. 

DUTIES
:
The appointee will implement programmes for supporting effective municipal services regarding HIV and AIDS and to facilitate and monitor the development and implementation of programmes, policies, legislation and strategies on Youth. Implement strategies aimed at mitigating the impact of HIV and AIDS at Local Government level. Facilitate the mainstreaming of HIV and AIDS into municipal policies and programmes. Integrate youth development into dplg programmes. Promote participation of Youth in development.

ENQUIRIES
:
Ms N Msikinya (012) 336 5622

ANNEXURE L
DEPARTMENT OF SCIENCE AND TECHNOLOGY
APPLICATIONS
:
The General Manager: Human resource, Private Bag x 894, Pretoria 0001.
FOR ATTENTION
:
Ms. Lerato Mokoena.
CLOSING DATE
:
26 October 2007
OTHER POSTS
POST 41/74
:
ASSISTANT DIRECTOR: EVENTS MANAGEMENT
SALARY
:
R157 686 per annum 
CENTRE
:
Pretoria
REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification. Computer literate. A multi-disciplinary background that includes organizing, planning, marketing and /or relevant experience. Well-developed verbal and writing skills. Good interpersonal, negotiating, network and financial management skills. Extensive experience in organizing and managing exhibitions. A valid code 08 driver’s licence would be and added advantage. 
DUTIES
:
Assist in planning, co-ordinating and organising events and in researching and evaluating events hosted by the Department, Proactively liaise with stakeholders when organising events, Update stakeholders’ database, Assist in negotiating quality and prices with service providers, Ensure branding and imaging of the Departmental events with associated institutions, Assist in writing reports on events held, Assist managing staff. NB: The incumbents will be expected to travel regularly
ENQUIRIES
:
Mr Stephen Matiwane, Tel: 012 – 843 6776
POST 41/75
:
ADMINISTRATIVE OFFICER: SCIENCE COMMUNICATION
SALARY
:
R106 335 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
Applicants must be in possession of an appropriate three –year bachelor’s degree or equivalent qualification. Practical experience in office administration is also required, with knowledge in the application of the Public Finance Management Act (PFMA) and the administration of public procurement processes. Candidates for consideration must also be computer literate (MS Word and Excel) Good interpersonal relations, organizational and communication skills (written and verbal). A valid code 08 (Code B) drivers license will be an added advantage.
DUTIES
:
The incumbent will be required to support the ASD: Marketing & Administration in coordinating the office administration as well as the procurement processes, stock control and financial administration on the part of the Communication Unit. This includes: • Managing and implementing the office filling system in line with DST approved and National Archives requirements • Drafting internal and external correspondence including: letters, submissions and memos • Arranging transport and accommodation • Sourcing quotations from and liaising with from DST approved service providers • Facilitating the completion and capturing of all procurement documentation using LOGIS • Facilitate the monitoring and control of stock and inventories of the Unit • Keeping track of the Units monthly expenditure and reconciling these records.
ENQUIRIES
:
Ms M Makgoba, Tel: 012 843 6778
ANNEXURE M
DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
22 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 41/76
:
SOCIAL WORK ADVANCED SPECIALIST: POLICY AND LEGISLATION


Directorate: Care and Services to Older Persons

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors Degree in Social Work (or equivalent qualification) PLUS sufficient experience in the field of ageing.  Registration with the South African Council for Social Service Professions.  Knowledge of relevant legislation and policies.  Knowledge and understanding of human behaviour and social systems.  Knowledge of the Public Finance Management Act.  Willingness to travel.  Competencies needed: Policy development and implementation skills.  Monitoring and evaluation skills.  Communication (written, verbal and presentation) skills.  Interpersonal and liaison skills.  Client orientation and customer focus skills.  Project management skills.  Computer literacy.  Planning and organising skills.  Negotiation skills.  Financial management skills.  Facilitation skills.  Research skills.  Attributes: Ability to work under pressure.  Ability to work in a team and independently.  Innovative and creative.  Friendly and trustworthy.  Integrity.

DUTIES
:
Key Responsibilities: Facilitate the administration of the Older Persons Legislation and Policy.  Facilitate training in the administration of the Older Persons Legislation and Policy.  Participate in the development, review and management of policy and procedural guidelines necessary for the implementation of specific sections of the Act.  Manage a national database on registration of facilities of older persons in terms of the Act.  Participate in the management of research on aspects related to the administration of the Act.  Keep up to date with new developments in the social work and management fields.  Plan and ensure that complex social work research and development are undertaken.  Perform and/or ensure that all the administrative functions required in the unit are performed.

ENQUIRIES
:
Ms DT Mahlangu Tel: (012) 312-7782

POST 41/77
:
SOCIAL WORK ADVANCED SPECIALIST: CHILD PROTECTION REGISTER



Directorate: Child Protection

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors Degree (or equivalent qualification) in Social Work and registration with the South African Council for Social Service Professions (SACSSP) plus credible experience in the field of child abuse and neglect. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of legislation and policies which govern Child Care and Protection. The successful candidate must be willing to travel extensively.  Valid code 08 driver’s licence. Competencies needed: Planning and organising skills.  Communication (written, verbal and liaison) skills.  Research skills.  Computer literacy.  Policy analysis and development skills.  Financial management skills. Project management skills. Presentation skills.  Monitoring and evaluation skills.  Negotiation and facilitation skills. Attributes: Positive attitude and willingness to work in a team approach. Self driven and independent. Diversity commitment and task driven. Adaptable, hard working and  willing to work under pressure. Integrity and trustworthy.

DUTIES
:
Key Responsibilities: Provide a child protection service of the highest, most advanced and specialised standard which will enhance the protection of abused children at risk. Ensure the development, implementation, monitoring and evaluation of a computerised Child Protection Register (CPR) programme. Provide support to provinces regarding the management and effective maintenance of the CPR.  Provide and co-ordinate provincial training on the computerised CPR programme. Facilitate and ensure the integration of child protection information to other inter-departmental systems. Revise, update, implement, monitor and evaluate guidelines/policies/circulars on the notification of child abuse cases. Establish an effective service delivery regarding the implementation of a register for persons unsuitable to work with children. Identify research requests and facilitate the outcomes to senior management. Ensure working agreements with key national Departments of Education/Health/Justice and Constitutional Development and SAPS on the effective implementation of the national Child Protection Register.  Represent the Chief-Directorate: Children on forums, committees, task teams and conferences.  Draft speeches and public statements related to focus area.  Ensure accurate statistical data on child abuse to influence resource allocation, budget distribution and identification of high risk areas that need effective social work delivery.

ENQUIRIES
:
Mrs SC Scholtz  Tel: (012) 312- 7605

POST 41/78
:
ASSISTANT DIRECTOR: ORGANISATIONAL DEVELOPMENT


Directorate: Human Resource Management

SALARY
:
R196 815 p.a.  

CENTRE
:
Pretoria

REQUIREMENTS
:
National Diploma in Management Services (Organisation and Work study) or an appropriate degree/ National Diploma plus the 10 week technikon certificate course in Organisation and Work study  PLUS comprehensive experience in the Organisational Development and Work study field. Successful completion of the certificate (EQUATE). (i) Knowledge of Public Service Act. (ii) Knowledge of Public service Regulations. (iii) Knowledge and experience of Codes of Remuneration. (iv) Knowledge and experience on EQUATE System. (v) Knowledge and Experience of drafting the Job descriptions. (vi) Knowledge of Job Analysis and design. (vii) Experience in Work study techniques, procedures and methods. Willingness to work overtime from time to time. Competencies needed: Computer literacy. Problem solving. Planning, coordinating and organising skills. Analytical thinking. Presentation skill. Communication (written, verbal and liaison) skills. Research skills. Well developed report writing skills. Time management. Training and motivation skills. Project management skills. People management skills. Benchmarking skills. Attributes:  Self starter. Accurate. Team player. Ability to work under pressure. Ability to work independently.  Logical thinking. Innovative and creative. Compliant.

DUTIES
:
Key Responsibilities: Conduct advanced work study investigations with regard to the efficiency and effectiveness of work procedures, methods, systems, job design, form design and work flow analysis and report on findings. Develop, review and advise on job descriptions and specifications. Monitor the implementation of the Job Evaluation and ensure compliance. Conduct job evaluations in the department. Render an advisory and liaison service to internal and external customers on organisational development matters. Develop an Organisational Design framework inclusive of base standards. Supervise and develop staff.

ENQUIRIES
:
Ms M Mawelela  Tel: (012) 312-7322

POST 41/79
:
ASSISTANT DIRECTOR: INFORMATION AND KNOWLEDGE SERVICES


Directorate: Information Management

SALARY
:
R196 815 p.a. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree in Information Science (or equivalent qualification) PLUS appropriate experience in the field of information and knowledge management.  Knowledge of the Promotion of Access to Information Act and other relevant Acts.  Knowledge of e-government, information management and content management policies. Competencies needed: Information research skills.  Ability to gather, analyse, interpret information.  Communication (written, verbal, presentation and liaison) skills.  Planning and organising skills.  Problem-solving skills.  People management skills.  Financial management skills.  Negotiation skills.  Project management skills.  Monitoring and evaluation skills.  Computer literacy. Attributes: Ability to work independently and as part of a team.  Accurate.  Attention to detail. Integrity and honesty. 

DUTIES
:
Key Responsibilities: Manage the human and financial resources of the Information Resource Centre.  Facilitate the development and implementation of systems and procedures for the use of the library. Coordinate departmental information to ensure that the Department meets the statutory requirements.  Conduct information needs analysis for the Department and facilitate information and knowledge sharing within the Department.  Search and retrieve information from the internet and other online databases to support research projects.  Promote awareness of information services within the Department.  Maintain the content of information on the Departmental Intranet and Government Gateway Portal.

ENQUIRIES
:
Ms M Shipalana  Tel: (012) 312-7852

POST 41/80
:
ASSISTANT DIRECTOR: FAMILY BENEFITS


Directorate: Children and Families

SALARY
:
R196 815 p.a. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree (or equivalent qualification) in the Social Sciences plus credible experience in the field of family benefits.  Knowledge of relevant legislation and policies. Competencies needed: Project management skills. Policy development and analytical skills. Ability to monitor and evaluate programmes. Organising and planning skills. Liaison, communication, negotiation and report writing skills. Presentation skills. Skills in quality assurance. Financial management skills. Research skills. Computer Literacy. Attributes: Ability to work independently and as part of a team.  Ability to cope with a high work load.

DUTIES
:
Key Responsibilities: Facilitate the review of existing policies, legislation and strategies on benefits to children. Facilitate the identification of needs and policy and legislative gaps in respect of social assistance to children using research. Compile analytical reports on the poverty status of children and the effect of the child grants. Facilitate the formulation of policies and development of strategies for implementation of policies in respect of social assistance to children. Facilitate task team meetings on policy development and implementation and render secretariat services. Facilitate stakeholder consultation on policy initiatives and legislative frameworks.  

ENQUIRIES
:
Ms P Naicker  Tel: (012) 312-7699

POST 41/81
:
ASSISTANT DIRECTOR: AWARENESS, ADVOCACY AND OUTREACH



Directorate: Prevention

SALARY
:
R157 686 p.a. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree (or equivalent qualification) plus credible experience in prevention programmes implementation. Willingness to travel.  . It will be to the advantage of the successful candidate to be proficient in at least four official languages. Experience in Marketing will be an added advantage. Knowledge and experience in the HIV and AIDS field. Knowledge of Prevention Programmes.  Competencies needed:Project management skills. Policy development and analytical skills. Presentation skills. Financial management skills. Planning and organising skills. Liaison, communication, negotiation and report writing skills. Computer user knowledge and experience. Attributes: Ability to work under pressure. Ability to function independently.

DUTIES
:
Key Responsibilities: Facilitate the development of a policy framework for youth and gender infected and affected by HIV/AIDS. Facilitate the development of training packages for persons rendering services in the HIV/AIDS prevention field. Implement, monitor and evaluate HIV awareness workplace programmes. Develop and implement programmes for vulnerable people. Render support to programmes of the National Association for People living with Aids and other Non-Governmental Organisations, Community Based Organisations and Faith Based Organisations.

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

POST 41/82
:
ASSISTANT DIRECTOR: HIV AND AIDS CAPACITY BUILDING (2 POSTS)



Directorate: Care and Support

SALARY
:
R157 686 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree in Social Sciences or equivalent qualification PLUS sufficient experience in training and development within the Home Community Based Care (HCBC) Programme. Knowledge of SAQA accreditation processes. Knowledge of the policy and legislative framework pertaining to HIV and AIDS. Knowledge and understanding of Public Service Legislative framework. Willingness to travel. bneeded: 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. Assertive.

DUTIES
:
Key Responsibilities: Identify training and development needs regarding management capacity of HCBC (Home Community Based Care) organisations. Coordinate and manage developmental plan of HCBC organisations. Participate in the monitoring and evaluation of capacity building for Community Care Givers. Monitor and evaluate capacity building programmes. Provide feedback and report on status of capacity building programmes.  Liaise with key stakeholders e.g. SAQA, SETA (services, Health and Welfare SETA), professional bodies.

ENQUIRIES
:
Ms J De Beer  Tel : 012 312-7309

POST 41/83
:
HR INFORMATION OFFICER


Directorate: Human Resource Management

SALARY
:
R132 054 p.a.

CENTRE
:
PRETORIA

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification PLUS relevant experience in human resource information systems.  Knowledge of HR records management.  Knowledge of legislation and prescripts related to the human resource environment.  PERSAL knowledge and experience.  National Archives training.  Experience in establishment control.  Relevant training in information systems will be an added advantage. Competencies needed:  Planning and organising skills.  Communication (written and verbal) skills.  Policy development and implementation skills.  Problem-solving skills.  People management skills.  Ability to gather and analyse HR information and to present the results.  Computer user knowledge and experience.  b Ability to work under pressure.  Ability to work independently and as part of a team.  Accuracy.  Systematic 

DUTIES
:
Key Responsibilities: Maintain the Department’s post establishment on PERSAL and the budget model  Provide monthly, quarterly and annual statistics and reports on HR-activities. Draft and submit reports in line with statutory requirements e.g. Annual Report, Employment Equity Report and financial statements.  PERSAL administration and user support.  Maintain HR-intranet content on the departmental website.  Management of HR-support systems license agreements.  Investigate and provide proposals on systems and software requirements that will improve the efficiency of HR information management.  Manage the HR-Registry functions.

ENQUIRIES
:
Mr I Chappell  Tel: (012) 312-7503

POST 41/84
:
SENIOR ADMINISTRATIVE OFFICER


Chief Directorate: HIV/AIDS

SALARY
:
R132 054 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors Degree or equivalent qualification PLUS credible experience in administration.  Knowledge of / experience in financial management. Ability to interpret government guidelines and policies. Competencies needed: Interpersonal skills.  Administrative skills.  Organising and planning skills. Computer literacy.  Communication (written and verbal) skills.  Problem-solving skills.  Attributes: Ability to cope with a high work load.  Ability to work independently and as part of a team.  

DUTIES
:
Key Responsibilities: Render an administrative support service to the Chief Directorate, which will include organising and planning meetings.  Process claim forms and order stationery.  Arrange travel bookings and accommodation for staff in the Chief Directorate. Prepare monthly expenditure reports of the Chief Directorate. Draft letters, submissions and compile agendas.  Take minutes at meetings and distribute to members.  Represent the Chief Directorate at the Inter Departmental committee meetings on HIV/AIDS workplace programme.

ENQUIRIES
:
Dr M Kganakga  Tel: (012) 312-7962

POST 41/85
:
SENIOR SECRETARY GRADE III


Chief Directorate: Communications

SALARY
:
R85 363 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent Certificate PLUS credible experience in the administrative/secretarial field. Candidates on the short list will be required to undergo a computer literacy/typing test and a test to assess written communication skills. Knowledge of document tracking, storage and retrieval. Knowledge of filing systems. Knowledge of provisioning administration prescripts.  Competencies needed: Planning and organising skills.  Ability to interpret directives. Interpersonal skills.  Problem solving skills. Typing skills. Communication (written and verbal) skills. Cost consciousness. MS Office Suite. Telephone etiquette. Personal attributes: Friendly. Confident. Accurate.  Adaptable. Independent. Ability to work under pressure and to cope with a high workload. 

 DUTIES
:
Key Responsibilities: Answer the telephone, make telephone calls on behalf of the senior manager and canalise telephone calls to the relative unit.  Receive clients or visitors.  Arrange meetings, workshops and appointments and provide administrative support.  Manage the diary of the senior manager.  Arrange journeys and accommodation and compile and submit subsistence and travel claims.  Scan, manage and draft correspondence, documentation, supporting registers and filing.  Facilitate inputs for parliamentary questions.  Take notes, keep minutes and do typing.  Co-ordinate financial inputs as well as human resource management and human resource development matters.  Act as Chief User Clerk.
ENQUIRIES
:
Ms N Mnisi  Tel : (012) 312-7649
ANNEXURE N
STATISTICS SOUTH AFRICA

Stats SA endeavors to promote the careers of previously disadvantaged persons by applying the principles of appropriate legislation, e.g. Employment Equity Act, 1998. People with disabilities are most welcome to apply.

APPLICATIONS
:
Posting to: The Human Resources Officer, Stats SA, Private Bag X 54337, Durban, 0001 ( Applications can be delivered at:  85 on Field, Field Street, Durban 4001. 

CLOSING DATE
:
26 October 2007

NOTE
:
All applicants must be willing to undergo a competency exercise as part of the selection process. Required documents: (  Z83 Application Form ( Detailed CV with contact details of three recent referees ( Certified copies of qualifications, certificates, and copy of ID. Important note: ( If you do not hear from us within three months after the closing date, please regard your application as unsuccessful. (Correspondence will be entered into with short listed candidates only ( Stats SA reserves the right not to make an appointment.( Appointment is subject to security clearance, the signing of a performance agreement, the verification of applicant’s documents, and reference checking ( It is applicants responsibility to have foreign qualifications evaluated by South African Qualification Authority (SAQA) ( Applications received after the closing date will not be considered ( Please clearly indicate the position you are applying for in your application and applicant must submit separate application for each position where several positions are advertised. NB: Applicants risk being disqualified for failing to submit all the required documents. Faxed or emailed applications will not be considered.

OTHER POSTS

POST 41/86
:
RECEPTIONIST
SALARY
:
R85 362 per annum
CENTRE
:
One permanent post exists in Kwa Zulu Natal Provincial Office: Durban 
REQUIREMENTS
:
Prerequisites: ( Matric/Grade 12 plus appropriate Secretarial or Office Administration qualification.  ( Experience in office administration ( Good computer skills in MS Word, Excel and power-point ( Good communication skills. Personal Profile: ( This position will suit a person who has good communication and interpersonal skills ( Be able to work under pressure and to meet deadlines ( Must be innovative and assertive, be teamwork orientated and adaptable to change ( Ability to handle multiple and complex tasks.   ( Accuracy and speed in typing. Person attributes: This position will suit a person who has: Good communication skills ● Good interpersonal skills ● Ability to handle multiple and complex tasks 

DUTIES
:
Key Performance areas: (Render administrative and support duties such as typing of reports, agendas, and minutes for the office. ( Act as a receptionist and telecom operator ( handling of correspondence, record keeping, travel arrangements, organizing meetings and workshops and the preparation of presentations ( Liaise with internal and external stakeholders. 

ENQUIRIES
:
For any enquires, please contact Nomagugu Mkhize at  (031) 3600 600
ANNEXURE O
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF PUBLIC SAFETY, SECURITY AND LIAISON

[image: image3.wmf] 

The Free State, Department of Public Safety, Security and Liaison is an equal opportunity affirmative action employer. It is our intention to promote representativity (race, gender, and disability) in the department through filing of these posts and the candidates whose appointment/pr persons with omotion/transfer will promote representativity will receive preference. Persons with disabilities are encouraged to apply.

APPLICATIONS
:
Applications should be submitted on a Z83 form, accompanied by certified copies of  qualification certificates, ID and Drivers licence. 

NOTE
:
General requirements: Verification of qualifications and South African citizenship will be conducted and no e-mail or faxed applications will be considered.

OTHER POST

POST 41/87
:
ADMINISTRATION OFFICER: LOGISTICS


(REF: PSSL/AOL/1007)

SALARY
:
R106 335.00

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Appropriate three year degree or equivalent. Knowledge of: Treasury Regulations, PFMA,  SCM regulations, LOGIS I & II, Asset Management, departmental policies and directives, relevant circulars. LOGIS system control course will be an added advantage. 

DUTIES
:
Key Responsibilities Responsible for the management of Logistic function of the department. The clearing of LOGIS reports. Responsible for the maintenance of asset and disposal (Reconcile LOGIS/BAS) Responsible for the management of the transport functions and administration of Fleet in the department. Responsible for the management of the Petty Cash of the department. Supervision  over, training and Performance Management of subordinates.  

FOR ATTENTION
:
Mr Mekwa: HRM, P.O. Box 119, Bloemfontein, 9300, OR Room 217 PERM building, Maitland Str, Bloemfontein, 9300

ENQUIRIES
:
Mr A Ramutsindela (051)4098866

CLOSING DATE
:
26 October 2007

PROVNCIAL ADMINISTRATION: FREE STATE PROVINCE

DEPARTMENT OF SPORT, ARTS AND CULTURE

APPLICATIONS
:
Applications must be directed for the attention of the specific person mentioned underneath the advertisement and submitted to : Department of Sport, Arts and Culture, Human Resource Advisory Division, Private Bag X20606, Bloemfontein 9300 or place applications in an application box, Foyer 2nd Floor, Saambou Building, Cnr Maitland and Aliwal Streets, Bloemfontein 9300

NOTES
:
Applications should be submitted on a Z83 form obtainable from any Public Service Department or at www.fs.gov.za and must be accompanied by an updated comprehensive and detailed  Curriculum Vitae with certified copies of qualification certificates, Driver’s license and a copy of Identity Document or Passport attached.



Direct your application quoting the relevant reference number and corresponding centre of employment above on the Z83 form.No faxed or e-mailed applications will be considered and applications received after the closing date indicated above will not be accepted.If applying for more than one position, a separate application form (Z83 - with relevant attachments )  must be provided for each post applied for Failure to comply with the above instructions will result in the application not being considered and automatically disqualified. Candidates who are not contacted within four months for an interview may assume that they did not meet the shortlist criteria and are hereby thanked for applying for the vacant posts. Candidates in ownership of foreign qualifications, certificates and/or courses attended must ensure that they attach proof of the level of their qualifications, issued by the South African Qualification Authority. 

CLOSING DATE
:
26 October 2007

OTHER POSTS

POST 41/88
:
MANAGER: SPORT DEVELOPMENT AND TRAINING (REF M/SDT) 

SALARY
:
R311 358 per annum (All inclusive Package)

CENTRE:
:
Bloemfontein

REQUIREMENTS
:
B Degree or three year tertiary (or equivalent) qualification • Managerial and Financial management skills • A valid code 08 drivers license and willingness to travel regularly 

RECOMMENDATIONS
:
• Experience in project Management • Computer literacy • Ability to communicate with people at all levels • Involvement in the field of sport and recreation

KEY RESPONSIBILITIES
:
• Liaise with the respective National Department regarding the generic/transversal sport development and training needs in order to analyse and determine the overall needs for sport development and training in the Free State Department of Sport, Arts and Culture  as well as the  Department of Education • Coordinate and arrange for the provisioning of generic/transversal sport development and training in such a manner that resources are utilised cost effectively • Design and develop  new capacity building courses and re-design of existing courses in collaboration with the research component to ensure that capacity building courses are in line with the latest trends • Evaluate the quality of generic/transversal sport development and training courses that are being presented to ensure that the courses are up to standard and the meet the needs of the clients • Facilitate the development and implementation of capacity building programmes for stakeholders to ensure a high standard of participation and performance • Design assessment tools and evaluate the impact of training interventions on stakeholders in to determine whether generic/transversal training and development is making a difference in the performance of the organization • Ensure that course administration procedures are carried out effectively in order to ensure proper nominations of candidates, confirmations for courses, writing of course reports etc. • Ensure the effective and efficient functioning of the component by managing  its resources (Personnel, budget etc) efficiently.
ENQUIRIES
:
Ms Z Thamae Tel No (051) 407 3508 

FOR ATTENTION
:
Ms T Mothibi 

POST 41/89
:
MANAGER PROFESSIONAL SUPPORT (REF MPSL /1)
SALARY
:
R311 358.00 per annum all inclusive package
CENTRE
:
Bloemfontein
REQUIREMENTS
:
Tertiary qualification in Library Science ▪ Extensive work experience in library services combined with middle management proficiency ▪  Knowledge of strategic planning and project management ▪ Valid driver’s license and willingness to travel extensively ▪ Computer literacy▪  Excellent communication skills.

DUTIES
:
The successful candidate will ▪ Plan, organize, co-ordinate and monitor the work of  the sub-directorate which includes the following technical services : election and acquisition of library materials. Cataloguing of library materials, automated library systems as well as Inter library loan system ▪ Manage the budget of the component and serve as responsibility manager ▪ Manage the human resources of the component

ENQUIRIES
:
Ms J Schimper 



Tel No. 051 410 4829
FOR ATTENTION
:
 Ms M Moffat 


POST 41/90
:
ASSISTANT MANAGER: SESOTHO LITERATURE MUSEUM (REF ASM/SLN/2)

SALARY
:
R196 815 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
 An appropriate tertiary (or equivalent qualification) in Sesotho literature ▪ Experience in budgeting and working in a supervisory capacity ▪ Drivers license and willingness to travel regularly ▪ Research experience in the field of literature ▪ Proven knowledge of the Sesotho language, literature, time periods, literacy movements, publications and Authors etc. especially in historic context ▪ Intermediate working experience in museum and archival science ▪ Computer literacy recommendations: Well developed planning and organizing skills ▪ Good communication and negotiation skills ▪ Knowledge of the cultural tourism and the culture tourism industry ▪ Knowledge of linguistic fields as well as the field of related arts • Entrepreneurial and marketing skills 

DUTIES
:
The Successful Candidate Will ▪ Manage museological functions ▪ Introduce and manage literary projects and educational/ informational projects and programmes towards the Sesotho literary and reading fraternity ▪  Promote the Sesotho literary heritage and  Sesotho museum  ▪ Provide strategic direction to the museum including financial and human resource management .

ENQUIRIES
:
Mr M Mahanke Tel No (  051) 405 4242

FOR ATTENTION
:
Ms T Mothibi

POST 41/91

SECURITY INVESTIGATOR (REF MPSL /3) 
SALARY
:
R157 686. pa 
CENTRE
:
Bloemfontein
REQUIREMENTS
:
Senior Certificate with experience in security Management and record keeping ▪ Knowledge of all practices and principles on the execution of physical security, security auditing, application of relevant legislation and information on security projects management ▪ Ability to be creative in solving security challenges ▪ Computer literacy combined with typing skills▪ Valid Drivers license   

RECOMMENDATIONS
:
Forensic investigation and auditing training ▪ Working experience in the Government environment and understanding of cultural Climate within Public Service ▪ Ability/ Experience in presenting Training 
DUTIES
:
The successful candidate will ▪ Investigate all cases of fraud, theft, corruption, nepotism , mal- administration irregularities reported to the Sub-Directorate and prepare a comprehensive report after finalization of each investigation ▪  Investigate and monitor adherence to security directives, policies, procedures and measures compile charge sheets accordingly.  ▪  Serve on tribunals including representing the Department in court cases, attend disciplinary hearings and ensure confidentiality of information ▪ Handle Stock administration duties of the unit ▪ Conduct fraud/corruption awareness campaigns, risks audits and ensure that control measures are implemented ▪ Apply pro-active measures in preventing hostility, subversion and/criminal events 

ENQUIRIES 
:
Mr L Lengau  Tel No. (051) 410 4730 

FOR ATTENTION
:
Ms M Moffat
POST 41/92
:
DISTRICT SPORT SCIENTIST ( DSS/LD/4 ) 
SALARY
:
R 132 054. pa

CENTRE
:
Welkom ( Lejweleputswa District) 

REQUIREMENTS
:
An Appropriate Honours Degree in Sport Science or equivalent qualification with extensive experience within the field of sport science and exercise nutrition. Ability and  experience in working with Exercise Scientist, Sport Physiologist, Sport Biomechanics, Sport Nutritionist, Biokinetist Physiotherapist, Sport Medicine, Doping Control Officials and Strength and Conditioning Coaches ▪ Specialized knowledge in testing and evaluation protocols including the handling of testing equipment and working with Gymnasium apparatus and programme ▪  Valid drivers licence and willingness to travel regularly ▪ Good Communication and presentation skills  

DUTIES
:
The Successful candidate will ▪ Manage and maintain the district satellite ▪ Analyze and interpret sport specific and advanced test results and prescribe the correct interventions to individual athletes and/or teams ▪ Provide basic as well as advanced coaching support to communities within the district. This  includes carrying out the necessary consultation and follow-up work with regard to exercise prescription given to athletes and coaches ▪ Carry out talent identification protocols for different sport codes and modalities ▪ Train athletes and coaches with regard to the correct techniques and methods of using basic Gymnasium apparatus and equipment▪ Organise workshops, information sessions and assist during training camps held at the satellite ▪ Maintain a sound record and administrative system according to internal policies, procedures and guidelines

ENQUIRIES 
:
Mr S Mathumbu Tel No (051) 407 3533 

FOR ATTENTION
:
Ms T Mothibe  

POST 41/93
:
PRINCIPAL LIBRARIAN (REF. PL/MD/5) 
SALARY

R132 054.oo pa

CENTRE
:
Motheo District Library (Bloemfontein)
REQUIREMENTS 
:
- B Bibl Degree or B. Tech Information Science or equivalent qualification ▪ Driver’s license ▪ Computer Literacy ▪ Intermediate working experience at District / Community Library Service Environment. recommendations: Knowledge of library materials, management and administration ▪ Human Resource m\,anagement ▪ Ability to present training combined with good communication skills.

DUTIES
:
 The  successful candidate will:  ▪ Provide in-service training to library workers at affiliated libraries to ensure effective library administration and management ▪ Develop and maintain collections for affiliated libraries to ensure that affiliated libraries have relevant library materials ▪ Perform human resource tasks at the district office to enhance staff performance and service delivery ▪ Operationalize new libraries and maintain existing ones to ensure that communities have functioning libraries.

ENQUIRIES 
:
Ms E Kruger at Tel. No. (051) 407 2802

FOR ATTENTION 
:
Ms M Moffat 

POST 41/94
:
CULTURAL FACILITATORS (MMABANA ART CENTRE OF EXCELLENCE) (REF CF/MCC.6)

SALARY
:
R 106 335. pa

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
An Appropriate three year Diploma  or Degree in any study field linked to Arts and cultural  affairs ▪  Experience in community development in terms of Performing, Visual Arts and craft ▪ Above average communication skills ▪ Computer literacy ▪  Valid drivers licence Recommendations: Experience in the facilitation of community forums, meetings and workshops, ▪Project Management experience ▪  Willingness to be transferred to work within a specific district in the Free State.

DUTIES
:
The Successful candidate will ▪  Determine needs and priorities in terms of Performing  or Visual Arts and Craft within the allocated district  ▪ Assists with the establishment of local structure at  district level ▪ Encourage a wider appreciation and participation in activities promoting performing and Visual arts and craft  by means of information sharing, events, exhibitions as well as the implementation of arts and cultural projects ▪ Perform  administrative duties attached to the post 
ENQUIRIUES 
:
Ms P Moahloli Tel No (051) 410 4710

FOR ATTENTION 
:
Ms T Mothibi  

POST 41/95
:
MUSIC LECTURER –  3 X POSTS 

SALARY
:
R 106 335.00 pa  
CENTRE 
:
1 x post -Brass Instruments- Musicon Thaba Nchu (Ref ML/MCC/7 )



1 x Post – Trumpet/ Trombone –  Musicon Bloemfontein ( Ref ML/TM/8 )



1 x post -Brass Instruments- Musicon Welkom  (Ref ML/WBI /9)

REQUIREMENTS
:
An appropriate three year tertiary or equivalent qualification ( B.MUS) combined with intermediate working experience in teaching specified instruments, from elementary to specialised level . Proficiency to accompany rehearsal and performance on the piano. Valid drivers licence and willingness to travel regularly. Ability to work with students of all ages and cultures. Recommendations :▪ Project management background combined with good communication, planning and organizational skills ▪ Computer literacy

DUTIES
:
Teach individual students and groups to play a specified instrument  and regular evaluation and examination of students ▪ Teach music theory and ensure students receive aural training▪ Initiate and conduct outreach programmes in the community to ensure talent identification and promotion of music as a performing arts discipline ▪ Assist with the organising of fundraising events and creation of platforms for student participation ▪ Promote and advance interest in music in the community through school concerts and/or demonstration, encouraging students to enter competitions etc ▪ Perform administrative tasks attached to the post and co-ordinate own artistic teaching program, exams, concerts, competitions and curricula

ENQUIRIES
:
Mr T Dzorkpey Tel No (051) 4308831

FOR ATTENTION
:
Ms T Mothibe 

POST 41/96
:
LIBRARIAN (REF. P/PL.10) CONTRACT APPOINTMENT-ENDING 31 MARCH 2010) 

SALARY
:
R106 335. pa

CENTRE 

Philippolis Library
REQUIREMENTS 
:
B Bibl degree or equivalent qualification ▪ Computer literacy▪ Communication and training skills▪ driver’s license. recommendations: Knowledge of library management and administration including library materials ▪  Knowledge of government policies and acts.

DUTIES
:
The successful candidate will Assist with in-service training of library workers at affiliated libraries to ensure effective library administration and management ▪  Develop and maintain collections for affiliated libraries to ensure that they have relevant library materials ▪ Operationalize new libraries and maintain existing ones to ensure that communities have functioning libraries ▪ Assist public libraries with the presentation of special events and holiday programmes.
ENQUIRIES 
:
Mr T Khani      Tel. No. (051) 407 4818

FOR ATTENTION 
:
Ms M Moffat
POST 41/97
:
DISTRICT SPORT TRAINER 3 X POSTS 
SALARY
:
R68 955.00 pa  

CENTRE
:
Welkom ( Lejweleputswa District ) ( Ref DST/LD.11  )



Bethlehem ( Thabo Mofutsanyane District ) ( Ref DST/TM.12 



Sasolburg ( Fezile Dabi District) (Ref DST/FD.13 ) 

REQUIREMENTS
:
▪An  accredited sport (personal) trainer’s certificate or equivalent qualification wit Extensive experience in the field of sport exercise ▪ Basic experience working with sport and exercise prescriptions and conditions ▪ Proven understanding of the sport environment and the role of a multi disciplinary sport scientific team ▪ Ability  to compile training and conditioning programmes for individuals and groups including the ability to utilize basic gymnasium equipment and apparatus ▪ Valid Drivers License and willingness to travel regularly. ▪ Good communication and presentation skills

DUTIES
:
The successful candidate will ▪ Assist the district Sport Scientists during  exercise training classes and clinics ▪ Monitor progress and adaptation of athletes with the aid of progress charts ▪ Ensure that district athletes and teams receive coaching support and assistance during training sessions at the district satellite ▪ Prepare and implement training regimes and strategies in collaboration with district Sport Scientists that are athlete driven and coach orientated ▪ Supervise during training of athletes and coaches to ensure correct utilization of technique and methods of using basic gymnasium ▪ Present information sessions and assist  during training camps held at satellite academies ▪ Maintain a sound record and administrative system according to internal policies, procedures and guidelines 

ENQUIRIES
:
Mr S Mathumbu Tel No (051)  407 3533 
FOR ATTENTION 
:
Ms T Mothibi 

POST 41/98
:
LIBRARY ASSISTANT 2 X POST (CONTRACT APPOINTMENTS ENDING 31 MARCH 2010) 

SALARY
:
R 58 289.00 pa

CENTRE
:
Manyatseng Library (Ladybrand) (Ref LA/LL.14)



Phillipolis Library ( Ref LA /Pl.15) 
REQUIREMENTS 
:
Senior Certificate or equivalent qualification ecommendations : Computer Literacy ▪ Experience of a Public Library Environment.

DUTIES
:
The successful candidate will: Assist the librarian in rendering library and information services to the community ▪ Register library users and handle the issue desk ▪ Shelve (interfile) library materials ▪ Handle administrative tasks such as keeping of statistics.

ENQUIRIES
:
Ladybrand - Ms E Kruger Tel. No. (051) 407 2802



Phillipolis – Mr T Khani Tel No (051) 410 4818

FOR ATTENTION 
:
Ms M Moffat 
POST 41/99
:
DRIVER/ADMINISTRATIVE CLERK 

SALARY
:
R 58 289.00 pa

CENTRE
:
Fezile Dabi District Library Services (Kroonstad) (Ref DC/FD/16)



Lejweleputswa District Libraries ( Welkom)( Ref DC/LD/17)



Xhariep District Libraries ( Bloemfontein )  (Ref DC/XD/18
REQUIREMENTS
:
Grade 12 or equivalent qualification ▪ Valid Driver’s License. Recommendations: Computer literacy ▪ Good inter personal relations ▪ Communication skills combined with the know how to follow prescripts regarding the correct utilization of the motor vehicle. Note: Preference will be given to FS Citizens meeting the requirements of the posts : Post in Bloemfontein and Welkom will be on a contract basis until 31 March 2010. 

DUTIES
:
The successful candidate will ▪ Carry out driving responsibilities ▪ Issue materials to libraries ▪ Be involved in group tasks (opening, closing, re-arranging and stocktaking) ▪ Computerize old books ▪ Inter-file library materials ▪ Receive (carding) old materials from affiliated libraries ▪ Unpack consignments.

ENQUIRIES
:
Kroonstad - Ms A P Bezuidenhout Tel. No. 056 212 3591 



Bloemfontein - Mr T Khani Tel. No. 051 410 4818 



Welkom - Mr A Selolo Tel. No. 057 394 1957

FOR ATTENTION 
:
Ms M Moffat  

POST 41/100
:
ADMINISTRATIVE CLERK ( REF AC/SM/19) 

SALARY
:
R 58 289.00 pa

CENTRE
:
Bloemfontein 
REQUIREMENTS
:
▪Grade 12 or equivalent qualification ▪ Computer Literacy with typing skills  Recommendations: Good inter personal relations ▪ Communication skills combined with the know how to follow prescripts regarding the application of Supply Chain Management prescripts ▪ Working experience linked with the key responsibilities 

DUTIES
:
The successful candidate will ▪ Provide a secretarial support ▪ Provide an administrative support service (Filing, responsibility regarding the utilization of photo copies, fax machine etc )▪ Provide assistance with regard to submissions for Goods and Services ▪ Acquire quotations and place orders▪ be responsible for Inventory Control within the Security Management Sub-Directorate.

ENQUIRIES
:
Mr L Lengau Tel No. (051) 410 4730 

FOR ATTENTION
:
Ms M Moffat 

ANNEXURE P
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 355-2222 

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

OTHER POSTS

POST 41/101
:
CHIEF EDUCATION SPECIALIST: LEARNER AND TEACHER SUPPORT MATERIAL (LTSM) REF No 70046235


Directorate: Multi-Media, Learner & Teacher Support Materials

SALARY
:
R371 913 p.a. (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. An in depth understanding of the PFMA, NCS policy framework and related legislation.  Procurement functions and application of the Supply Chain Management policy. Knowledge of advanced Project Management will be an added advantage. A good understanding of LTSM-ICT strategy and the E-Learning policy framework Knowledge of financial management is essential in order to plan and control budgets in the LTSM such as RTT, Special Provincial Grants and National priorities budgets. Proven track record of leading change management initiatives. Planning, organising and people management skills. Advanced end-user computing in all Ms Office Applications including Word, Excel, Access and PowerPoint. Analytical skills using SPSS would be an advantage.

DUTIES
:
Manage and oversee the LTSM Unit’s functions. Generate strategic framework that guides implementation of visual LTSM for the 21stcentury.Project Management, organise and manage exhibitions of LTSM  with publishers for all public schools. Evaluate and select quality textbooks and other educational materials. Liaise and network with publishers and manufacturers of LTSM and other GDE service providers at the strategic level. Develop LTSM catalogues for the purpose of purchasing LTSM for public schools. Coordinate and manage Districts LTSM Teams. Manage LTSM Policy research and development, monitor and evaluate its implementation in the Districts and schools. Write qualitative and quantitative reports on matters pertaining to LTSM. Participate in office management and undertake performance management tasks.

ENQUIRIES
:
Dithakong Khanye, Tel: (011) 355-0503

CLOSING DATE
:
26 October 2007

POST 41/102
:
CHIEF EDUCATION SPECIALIST: STANDARD SETTING (1POST) REF No 70046236


Directorate: Quality Assurance



Sub-Directorate: Standard Setting

SALARY
:
R371 913 p.a. (All inclusive package)

CENTRE
:
Head Office, Boksburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience and School management experience. Must be registered with SACE. A post graduate degree will be an added advantage. A sound knowledge of Education Policy and legislation environment. Extensive knowledge of the GET and FET curriculum will be an added advantage. Proven knowledge of Standard Setting in the educational environment. Understanding of and ability to benchmark best practice in the education environment. An understanding of External Whole-school Evaluation, Integrated Quality Management System and Systemic Evaluation processes. Proven experience of both Qualitative and Quantitative research methodology. Report writing and PowerPoint presentation skills. Knowledge of matrix and project management. The ability to work under pressure, and meet deadlines. A willingness to occasionally work extended hours. Computer skills (MS Word, MS PowerPoint, MS Excel, MS Access and MS Outlook). Valid driver’s licence.

DUTIES
:
Manage the Standard Setting Unit’s activities and budget; Report on the progress against the operational plan and expenditure patterns. Conduct PMDS. Review and improve Performance standards &  Service Delivery Standards. Conduct research on current trends in standard setting to inform standard setting processes. Conduct the administration of Systemic Evaluation instruments. Participate in Quality Assurance activities, namely: monitoring the external Grade 12 Senior Certificate examinations and School Effectiveness visits. Contribute to Quality Assurance in the education context.

ENQUIRIES
:
Ms. T. Mokgosi, Tel: 011-892 2100

CLOSING DATE
:
26 October 2007

POST 41/103
:
CHIEF EDUCATION SPECIALIST: WHOLE SCHOOL EVALUATION (1 POST) REF No 70046237


Directorate: Quality Assurance



Sub-Directorate: Whole School Evaluation

SALARY
:
R371 913 p.a. (All inclusive package)

CENTRE
:
Head Office, Boksburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience and School management experience. Must be registered with SACE. A sound knowledge of Education Policy and legislation environment. Extensive knowledge of the GET and FET curriculum. An understanding of External Whole-school Evaluation, Integrated Quality Management System, Standard Setting and Systemic Evaluation processes.  Proven experience of both Qualitative and Quantitative research methodology. Report writing and PowerPoint presentation skills. Knowledge of matrix and project management. The ability to work under pressure, and meet deadlines. A willingness to occasionally work extended hours. Computer skills (MS Word, MS PowerPoint, MS Excel, MS Access and MS Outlook).Valid driver’s licence.

DUTIES
:
Manage the Whole School Evaluation Unit activities and budget; Report on the progress against the operational plan and expenditure patterns. Conduct External Whole School Evaluation in all institutions and report on the performance of these institutions. Validate the findings of Internal Whole School Evaluation. Quality Assure all External Whole School Evaluation Reports. Provide recommendation for School Improvement. Set up Evaluation Teams, plan and prepare for the evaluation. Maintain database for evaluated schools and archive schools records.  Conduct PMDS. Conduct research on current trends in evaluations to inform evaluation processes. Participate in Quality Assurance activities, namely: monitoring the external Grade 12 Senior Certificate examinations and School Effectiveness visits. Contribute to Standard Setting in the education context.

ENQUIRIES
:
Ms. T. Mokgosi, Tel: 011-892 2100

CLOSING DATE
:
26 October 2007

POST 41/104
:
CHIEF EDUCATION SPECIALIST: (REPORTING AND ACCOUNTABILITY) REF NO 70046227

Directorate: Strategic Policy, Development, Monitoring And Development

SALARY
:
R371 193 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
To be considered you need a three-year teaching qualification (or equivalent) plus 7 years relevant experience. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector;  An understanding of the context and processes in which policies are developed;  Research (both qualitative and quantitative) and evaluation skills;  Report writing skills;  Management experience and planning skills  Proficiency in MS Word, Excel, Access and PowerPoint.

DUTIES
:
To monitor and provide reports on the implementation of educational polices projects and plans. The successful candidate will: Facilitate the development and implementation of effective and efficient systems for monitoring and reporting Monitor and report on the implementation of the educational plans and strategies of the GDE Facilitate the compilation of the Quarterly Reports, Annual Report and ad-hoc reports Prepare reports for external entities such as the SAHRC and Public Service Commission Facilitate the provision of information regarding the organisational performance to a variety of stakeholders including the Senior Management of GDE, Office of the Premier, the Treasury Department and the President. The successful candidate must have the ability to identify research gaps and conceptualise new research themes to assist the Department in policy development, implementation and evaluation.

ENQUIRIES
:
Dan Legoete   Tel (011) 355 0495 

CLOSING DATE
:
26 October 2007

POST 41/105
:
CHIEF EDUCATION SPECIALIST: (POLICY EVALUATIONS) REF NO 70046228



Directorate: Strategic Policy Development, Monitoring And Evaluation

SALARY
:
R371 193 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. The successful candidate will monitor the implementation of policies and projects (including budgets) and evaluate their impact and effectiveness. A previous working knowledge of social statistics and analytical methods and including an understanding of relevant modelling tools and techniques will serve as an advantage. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector; Analytical, evaluation and Report writing skills; Management experience and planning skills Proficiency in MS Word, Excel and PowerPoint. Ability to demonstrate Research (both qualitative and quantitative) and evaluation skills Ability to develop effective methods for impact assessment

DUTIES
:
The key functions that the sub-directorate performs include: To develop an evaluation programmes for the department including standards To evaluate the impact of education policy delivery and compliance. To measure and report on the level of achievement of policy targets. To evaluate the programmes and interventions of the department in support of policy compliance. To identify policy gaps, research questions and operational shortcomings with a view to improving policy development and maintenance.  To contract external agencies for objective evaluation 

ENQUIRIES
:
Dan Legoete Tel (011) 355 0495

CLOSING DATE
:
26 October 2007

POST 41/106
:
CHIEF EDUCATION SPECIALIST: (STRATEGIC POLICY DEVELOPMENT AND IMPLEMENTATION) REF NO 70046229


Directorate: Strategic Policy Development, Monitoring And Evaluation

SALARY
:
R371 193 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
To be considered you need a three-year teaching qualification (or equivalent) plus 9 years relevant experience, backed by some experience in applied research. Knowledge: advanced knowledge of public policy analysis and public policy development processes; advanced knowledge of strategy development, strategy management and strategy monitoring and review processes. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector;  Analytical, evaluation and Report writing skills;  Management experience and planning skills Proficiency in MS Word, Excel and PowerPoint. Conduct a diagnostic research; Ability to demonstrate Research (both qualitative and quantitative) and evaluation skills; Ability to develop effective methods for impact assessment

DUTIES
:
The key functions that the sub-directorate performs include: To promote and facilitate policy development To facilitate the development of legislation, policy and operational guidelines To review the alignment between national and provincial education legislation and ensure that the provincial legislation is always current. To develop guidelines for the implementation of new policies to ensure legislative compliance Monitoring and evaluate policy implementation and compliance to identify policy gaps and best practice Coordination of organisational inputs, such as parliamentary questions

ENQUIRIES
:
Dan Legoete Tel (011) 355 0495

CLOSING DATE
:
26 October 2007

POST 41/107
:
DEPUTY DIRECTOR: SCHOOL FINANCIAL MANAGEMENT REF NO 70046233


Directorate: Financial Reporting, Funding & Subsidies
SALARY
:
R311 358 p.a. (All inclusive package)

CENTRE
:
Head Office, Johannesburg

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
:
Analysis of institutions financial statements. Monthly expenditure tracking for all schools. Funding and subsidy payments. Maintenance of schools budget. Prepare reconciliations of payments to schools. Co-ordinate school financial management

ENQUIRIES
:
Nelly Baloyi, Tel (011) 355-0235

CLOSING DATE
:
26 October 2007

POST 41/108
:
DEPUTY DIRECTOR: DATABASE DEVELOPER AND MANAGER REF NO 70046242


Directorate: Information Systems
SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
Tertiary qualification - B.Sc (IT), B.Compt, B.Eng(IT) or equivalent. More than 10 years as a database administrator and database developer (SQL Server and/or Oracle preferred); experience in FLOSS databases will be an advantage; SQL and programming experience essential; enterprise-wide data integration and ETL lifecycle; database performance tweaking, disaster recovery and business continuity; ensure conformance to current IT/IS standards including COBIT, ITIL and ISO 17799; management of metadata, data profiles and data dictionaries; manage data and database security, integrity and availability

DUTIES
:
Establish line function business, information and data profiles and database models. Ensure that the developments of databases are in line with Information Technology standards and requirements. Manage the development and maintenance of database models and systems. Manage the sub-directorate. Manage the development, implementation, maintenance and monitoring & evaluation of GDE databases. Manage projects with regard to database development. Develop policies on data security, database security, and backup procedures. Facilitate access to and integration of departmental databases.

ENQUIRIES
:
Claude Baxter Tel (011) 355-0777

CLOSING DATE
:
26 October 2007

POST 41/109
:
DEPUTY DIRECTOR: FINANCIAL PLANNING & BUDGETING REF NO 70046243


Directorate: Financial Reporting, Funding & Subsidies
SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

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
:
Assist in compilation of budget for department Assist various business units in costing their operational plans and ensure that all operational plans are aligned to the departmental programme objectives. Provide financial management support to all GDE business units (directorates). Manage the departmental monthly expenditure review process Analyse the monthly spending patterns of all GDE business units (expenditure, cash flow and budget) and submit monthly department cash flow inputs. Analyse departmental revenue account. Prepare and submit to the Accounting Officer a comprehensive internal monthly & yearly monitoring report (management report). Implement effective internal control systems

ENQUIRIES
:
Nelly Baloyi, Tel (011) 355-0235

CLOSING DATE
:
26 October 2007

POST 41/110
:
DEPUTY DIRECTOR:  FINANCIAL REPORTING REF No 70046244


Directorate: Financial Reporting, Funding & Subsidies
SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

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
:
Maintenance of standard charts of account. Expenditure management and cost tracking in relation to educational inputs. Responsible for bank/cash management including funds requisitioning. Revenue and Expenditure reporting. Prepare all other external financial information reports. Prepare monthly IYM,IRM  and quarterly reports and annual report for the department. Prepare financial statements and management reports. Analysis of schools financial statements.

ENQUIRIES
:
Nelly Baloyi, Tel (011) 355-0235

CLOSING DATE
:
26 October 2007

POST 41/111
:
DEPUTY DIRECTOR: INFORMATION SECURITY & DISASTER RECOVERY REF NO 70046245


Directorate: Information Systems
SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
Tertiary qualification in  B.Sc (IT), B.Compt, B.Eng (IT) or equivalent. More than 10 years relevant experience in information security development and implementation. Experience in applying COBIT, ITIL and ISO 17799 frameworks, security policy development, implementation, monitoring and evaluation. Applied information security in a database and application environment. Experienced in the use of document, content and records management systems, information security in an Internet and intranet environment. Knowledge of Kerberos protocols

DUTIES
:
Establish information security requirements in terms of legislation. Plan, develop, implement, monitor and evaluate information security policies.  Manage sub-directorate. Manage Projects and ensure that SLA’s are adhered to. Ensure that strategies and policies development on systems are in line with software control in terms of compliance with COBIT, ITIL, ISO 17799 etc. Manage user profiles, user access management of information systems in terms of the Auditor General requirements. Ensure that line functions in the GDE have access to and the use of cost effective, secured and functional information systems to perform their duties as efficiently and effectively in a secured environment as possible. Ensure enterprise wide integrated information systems that complies with accepted IT/IS standards (COBIT, ITIL, ISO 17799, MIOS, MISS, etc), particularly with respect to information security compliance. Business continuity and disaster recovery

ENQUIRIES
:
Claude Baxter Tel (011) 355-0777

CLOSING DATE
:
26 October 2007

POST 41/112
:
DEPUTY DIRECTOR: INFORMATION SYSTEMS STRATEGY AND POLICY DEVELOPMENT REF NO 70046246


Directorate: Information Systems
SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate three- year degree or equivalent qualification (NQF level 6) in the information field or Public Service. More than 10 years relevant experience in information and communication technology management preferably in the education sector, a good understanding of public service transformation and the learning process; development and application of policies and regulations in a complex ICTE environment; Familiar with the Government regulatory framework and processes. Experience in planning, develop and maintenance of departmental information systems policies with respect to: Information security; Databases and data warehousing, Systems and application development standards,  Records management, email and websites. Disaster recovery and business continuity management

DUTIES
:
Establish ICTE minimum conformance and compliance requirements. Facilitate development, deployment, application, monitoring & evaluation of ICTE strategies and policies. Manage the sub-directorate. Manage projects and ensure that SLA’s are adhered to. Ensure that strategies and policies developed on ICTE are in compliance with COBIT, ITIL, ISO 17799. Ensure that ICTE strategy and policy development is in line with “de facto” standards and best practices. Ensure development of ICTE strategy and policies that is widely consulted and approved. Business continuity and disaster recovery.

ENQUIRIES
:
Claude Baxter Tel (011) 355-0777

CLOSING DATE
:
26 October 2007

POST 41/113
:
DEPUTY CHIEF EDUCATION SPECIALIST: (STRATEGIC POLICY DEVELOPMENT AND IMPLEMENTATION SUB DIRECTORATE) REF NO 70046230


Directorate: Strategic Policy Development, Monitoring And Evaluation

SALARY
:
R198 072 – R229 968 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. To be considered you need a three-year teaching qualification (or equivalent) plus 7 years relevant experience, backed by some experience in applied research and policy analysis and development. Knowledge: advanced knowledge of public policy analysis and public policy development processes; advanced knowledge of strategy development, strategy management and strategy monitoring and review processes. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector; Analytical, evaluation and Report writing skills;  Management experience and planning skills Proficiency in MS Word, Excel and PowerPoint. Ability to demonstrate Research (both qualitative and quantitative) and evaluation skills Ability to develop effective methods for impact assessment

DUTIES
:
The key functions that the sub-directorate performs include: To promote and facilitate policy development. To review and report on policy compliance To formulate policy options to address policy gaps Review operational policy for legislative policy compliance including departmental circulars Monitor policy implementation To facilitate the development of policy and legislation Draft and compile organisational inputs, such as parliamentary questions

ENQUIRIES
:
Dan Legoete Tel (011) 355 0495

CLOSING DATE
:
26 October 2007

POST 41/114
:
DEPUTY CHIEF EDUCATION SPECIALIST: (POLICY EVALUATIONS) REF NO 70046231
Directorate: Strategic Policy Development And Monitoring And Evaluation

SALARY
:
R198 072 – R229 968 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. The successful candidates will monitor the implementation of policies (including budgets) and evaluate their impact and effectiveness. To be considered you need a three-year teaching qualification (or equivalent) plus 7 years relevant experience. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector;  An understanding of the context and processes in which policies are developed; Analytical and evaluation skills; Report writing skills; Management experience and planning skills; Proficiency in MS Word, Excel and PowerPoint. Demonstrate ability to collect, analyse and interpret data; Ability to develop effective methods for impact assessment

DUTIES
:
The purpose of the Strategic Policy Development and Monitoring Directorate is to promote and facilitate a systemic, strategic and developmental approach for the development of education policies. The key functions that the sub-directorate performs include: To design and implement evaluations of policies, programmes and interventions To evaluate the impact of education policy delivery and compliance. To measure and report on the level of achievement of policy targets. To review third party evaluations and develop improvements strategies

ENQUIRIES
:
Dan Legoete Tel (011) 355 0495

CLOSING DATE
:
26 October 2007

POST 41/115
:
DEPUTY CHIEF EDUCATION SPECIALIST: (REPORTING AND ACCOUNTABILITY SUB DIRECTORATE) REF NO 70046232



Directorate: Strategic Policy Development, Monitoring And Evaluation

SALARY
:
R198 072 – R229 968 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
To be considered you need a three-year teaching qualification (or equivalent) plus 7 years relevant experience, backed by some experience in applied research and policy analysis and development. Knowledge: advanced knowledge of public policy analysis and public policy development processes; advanced knowledge of strategy development, strategy management and strategy monitoring and review processes. Knowledge of the following comprises further requirements: Education policies and other legislation impacting on the education sector; Critical analysis, evaluation and Report writing skills; Management experience and planning skills Proficiency in MS Word, Excel and PowerPoint. Ability to demonstrate Research (both qualitative and quantitative) and evaluation skills.

DUTIES
:
The key functions that the sub-directorate performs include: To monitor and report on organizational performance Prepare the Quarterly Reports, Annual Reports and ad-hoc reports Prepare statutory reports for external stakeholders in relation to educational goals and targets Compile the departmental midterm term review reports Compile reports on the outcome of monitoring activities

ENQUIRIES
:
Dan Legoete Tel (011) 355 0495

CLOSING DATE
:
26 October 2007

POST 41/116
:
DEPUTY EDUCATION SPECIALIST: EVALUATION DEVELOPMENT (2 POSTS) REF NO 70046238


Directorate: Quality Assurance



Sub-Directorate: Evaluations Development

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Boksburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience and School Management experience. Must be registered with SACE. Extensive knowledge of the GET and FET curriculum will be an added advantage. An understanding of External Whole-school Evaluation, Integrated Quality Management System, Standard Setting and Systemic Evaluation processes. Proven experience of both Qualitative and Quantitative research methodology.  Report writing and PowerPoint presentation skills. Knowledge of matrix and project management. The ability to work under pressure, and meet deadlines. A willingness to occasionally work extended hours. Computer skills (MS Word, MS PowerPoint, MS Excel, MS Access and MS Outlook). Valid driver’s licence. 

DUTIES
:
Review and improve Evaluation tools, Supervisor guides, Evaluation methodology & Software. Conduct research on current trends in evaluations to inform evaluation processes. Conduct the administration of Systemic Evaluation instruments. Participate in Quality Assurance activities, namely: monitoring the external Grade 12 Senior Certificate examinations and School Effectiveness visits. Contribute to Standard Setting in the education context.

ENQUIRIES
:
Ms. T. Mokgosi, Tel: 011-892 2100

CLOSING DATE
:
26 October 2007

POST 41/117
:
DEPUTY CHIEF EDUCATION SPECIALIST: LEARNER AND TEACHER SUPPORT MATERIAL (LTSM) (3 POSTS) REF NO 70046239


Directorate: Multi-Media, Learner & Teacher Support Materials

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE.  An in depth understanding of the PFMA, NCS policy framework and related legislation. Procurement functions and application of the Supply Chain Management policy. Knowledge of advanced Project Management will be an added advantage. A good understanding of LTSM-ICT strategy and the E-Learning policy framework Knowledge of financial management is essential in order to plan and control budgets in the LTSM such as RTT, Special Provincial Grants and National priorities budget. Planning, organising and people management skills. Advanced end-user computing in all Office Applications including Word; Access, Outlook and PowerPoint. Analytical skills using SPSS would be an advantage.

DUTIES
:
To manage and co-ordinate the implementation of policies, guidelines and directives related to the management of teaching and learning resources; Evaluation and selection of curriculum support materials; and generate strategic framework that guides implementation of visual LTSM for the 21st century.  Project management, organise and manage exhibitions of LTSM with publishers for all public schools. Liaise and network with publishers and manufacturers of LTSM and other GDE service providers. Develop LTSM catalogues for the purpose of purchasing LTSM for public schools. Coordinate and manage Districts LTSM Teams. Write qualitative and quantitative reports for the HOD on matters pertaining to LTSM.

ENQUIRIES
:
Dithakong Khanye, Tel: (011) 355-0503

CLOSING DATE
:
26 October 2007

POST 41/118
:
DEPUTY CHIEF EDUCATION SPECIALIST: STANDARD SETTINGS (5POSTS) REF NO 70046240


Directorate: Quality Assurance



Sub-Directorate: Standard Setting

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Boksburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience and School Management experience. Must be registered with SACE. A post graduate degree will be an added advantage. A sound knowledge of Education Policy and legislation environment. Extensive knowledge of the GET and FET curriculum will be an added advantage. Proven knowledge of Standard Setting in the educational environment. Understanding of and ability to benchmark best practice in the education environment. An understanding of External Whole-school Evaluation, Integrated Quality Management System and Systemic Evaluation processes. Proven experience of both Qualitative and Quantitative research methodology. Report writing and PowerPoint presentation skills. Knowledge of matrix and project management. The ability to work under pressure, and meet deadlines. A willingness to occasionally work extended hours. Computer skills (MS Word, MS PowerPoint, MS Excel, MS Access and MS Outlook). Valid driver’s licence.

DUTIES
:
Review and improve Performance standards & Service Delivery Standards. Conduct research on current trends in standard setting to inform standard setting processes. Conduct the administration of Systemic Evaluation instruments. Participate in Quality Assurance activities, namely: monitoring the external Grade 12 Senior Certificate examinations and School Effectiveness visits. Contribute to Quality Assurance in the education context.

ENQUIRIES
:
Ms. T. Mokgosi, Tel: 011-892 2100

CLOSING DATE
:
26 October 2007

POST 41/119
:
DEPUTY EDUCATION SPECIALIST: SYSTEMIC EVALUATION (2 POSTS) REF NO 70046241


Directorate: Quality Assurance



Sub-Directorate: Systemic Evaluation

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Boksburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience and School Management experience. Must be registered with SACE. A sound knowledge of Education Policy and legislation environment. Extensive knowledge of the GET and FET curriculum. A broad knowledge of Learning Areas and Assessment Policies within the National Curriculum Statement is important. An understanding of Systemic Evaluation processes, External Whole-school Evaluation, Integrated Quality Management System, Standard Setting. Proven experience of both Qualitative and Quantitative research methodology. Report writing, analysis skills and PowerPoint presentation skills. Knowledge of matrix and project management. The ability to work under pressure, and meet deadlines. Ability to provide leadership and to work in a diverse team. A willingness to occasionally work extended hours. Computer skills (MS Word, MS PowerPoint, MS Excel, MS Access and MS Outlook). Valid driver’s licence.

DUTIES
:
Co-ordinate National Systemic Evaluation surveys at exit points. Develop Learner Assessments Instruments. Analysis of data collected from schools and report writing. Compile Schools and Districts Profiles emanating from the findings of Systemic Evaluation. Conduct Colloquia road-shows to present National Systemic Evaluation and Provincial Assessment Report. Coordinate development of intervention strategies emanating from the findings of SE report. Conduct research on current trends in learner achievement and learner performance. Conduct the administration of Systemic Evaluation instruments. Participate in Quality Assurance activities. Contribute to Standard Setting and External Whole School Evaluation in the education context.

ENQUIRIES
:
Ms. T. Mokgosi, Tel: 011-892 2100

CLOSING DATE
:
26 October 2007

POST 41/120
:
ASSISTANT DIRECTOR: LABOUR RELATIONS (2 POSTS) REF NO 70046234


Directorate: Labour Relations

SALARY
:
R157 686- R184 698 (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate relevant three-year qualification Plus 5 to 10 years experience OR Grade 12 Plus more than 10 years appropriate relevant experience. Knowledge and understanding of the Public Service Act, Public Finances Management Act and Labour relations legal framework. Excellent verbal and written communication skills. Ability to work under pressure and to comply with tight time-frames. Diplomatic and flexible, assertive and well developed listening skills. Ability to compile complex and high level documents Computer literacy. Valid Driver’s licence.

DUTIES
:
Investigate and/or handle employee grievances and complaints; Investigate misconduct and represent the department at disciplinary enquiries. Coordinate the disciplinary functions pertaining to Public Service Staff. Assist and/or represent the department in the resolution of disputes. Advise/train District Office line managers and school management teams with regard to policies, procedures and legislation relating to labour relations. Initiate the training of line managers and office supervisors with regard to policies, procedures and legislation relating to labour relations. Manage and oversee the handling of employee grievances and complaints. Undertake basic research and interpretation of policies

ENQUIRIES
:
Ms. D. Mogoane, Tel: (011) 355-0000

CLOSING DATE
:
26 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 355-2222 

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

OTHER POST

POST 41/121
:
TEAM LEADER: CASHBOOK SERVICES – REF. NO.: 70046426


Directorate: Finance

SALARY
:
R157 686 - R190 488 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
A 3-year Diploma/Degree in Accounting, backed by 2 years experience in cashbook services/financial accounting or Grade 12 with Accountancy as subject and 5 years experience in cashbook services/financial accounting. Intermediate financial system knowledge (BAS and SAP will secure). Attention to detail.  High Customer focused. Knowledge of relevant policies and legislation. Person Profile: Computer Literacy (MS Office - advanced); Analytical/Numerical, Development of People, Communication; Project management; Creativity and innovation, Performance and results driven, can work under pressure; Application of accounting concepts, rules, principles and practices.

DUTIES
:
Ensure effective management of cashbook functions. Ensure proper Cash Flow Management within the Gauteng Provincial Government (GPG). Proper reconciliation of Bank Accounts. Ensure that transactions are processed and allocated correctly and timeously on financial systems to ensure successful reporting of the books of the GPG. Assisting both internal and external auditors with all their queries and implement recommendations. Review and update internal risk controls regularly. Preparing of monthly reports. Ensuring compliance with the PFMA and Treasury Regulations. Effective Cheque Administration. Liaise with Banks and other stakeholders on regular basis.  People and Performance Management.

ENQUIRIES
:
Michelle Marais, Tel. No.: (011) 689-8099

CLOSING DATE
:
26 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 355-2222 

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

MANAGEMENT ECHELON

POST 41/122
:
PRINCIPAL SPECIALIST REF NO: 70046518



Directorate: Internal Medicine

SALARY
:
R 502 725 – 541 284 per annum (All inclusive package)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Specialist Physician. At least 5 years experience as a physician in terms of clinical service provision, teaching, administration and research.  

DUTIES
:
Provide leadership as the head of a large general medical unit. This is a senior position in the department and the responsibilities include the following: Provide a comprehensive clinical service in Internal Medicine. Participate in the teaching of under and postgraduate students. Provide supervision and training for medical interns. Participate in hospital, departmental and university committees. Administrative duties as required. Participation in research.  

ENQUIRIES
: 
Dr. N. Lesia or Prof K.R.L. Huddle Tel: (011) 933 8154/ 933 2040

CLOSING DATE
:
30 October 2007

OTHER POSTS

POST 41/123
:
PRINCIPAL MEDICAL OFFICER (SURGERY) REF NO: 70046265


Directorate: Medical
SALARY
:
R311 358 – 360 909 per annum (Plus Benefits)

CENTRE
:
Mamelodi Hospital
REQUIREMENTS
:
Registration with HPCSA as Medical Practitioner. At least 3-5 years experience after registration with the council. Experience in performing surgical procedures at a district hospital level.

DUTIES
:
To perform general surgery procedures at a district hospital level. To reduce the transfer of patients who need surgeries, which can be done at district level to tertiary institutions. Ability and willingness to work as a unit manager for surgical discipline. Work as a part of the multidisciplinary team to provide effective patient care. Willingness to do commuted overtime duties.

ENQUIRIES
:
Dr Vijayan/ Dr Oyenaike Tel: (012) 841-8300

CLOSING DATE
:
26 October 2007

POST 41/124
:
SENIOR MEDICAL NATURAL SCIENTIST REF NO: 70046169


Directorate: Andrology / Urology

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
MSc (Human Physiology) specialisation in MCF7, MCF12a cell lines and TNM – 800 and Course on molecular biology and recombinant – DNA technology. Andrology laboratory experience and database management for research projects. 2 years experience in doing the MDA – KB2 and T47D-KB2 and T47D-Kbiuc assays. 3 years experience in the recombinant yeast screen bio-assay for astrogenicity.
DUTIES
:
Manage the specialized test and reproductive toxicology laboratory including cell culture work. Manage laboratory budget and ordering of supplies (Gauteng and UP Unikom systems). Responsible to develop or establish new reproductive techniques in the laboratory. Responsible for training students, technologists and clinicians in the various assays and techniques. Work on various research and outreach projects in Limpopo Province. Responsible to develop and maintain project databases 

ENQUIRIES
:
Dr. Natalie Aneck-Hahn Tel No: (012) 354-1676

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/125
:
ASSISTANT DIRECTOR: RADIOGRAPHY REF NO: 70046170


Directorate: Radiography (Diagnostic)

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Qualification in Diagnostic Radiography. Tertiary teaching diploma. Registration with the HPCSA. Clinical experience in an academic environment and clinical CT and MRI
DUTIES
:
Teach clinical and theory at graduate and postgraduate levels. Facilitate the development of Radiography within the academic and clinical environment. Research and Community Service. Clinical service delivery 

ENQUIRIES
:
Ms. A. Hugo Tel No: (012) 354-1236

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/126
:
FPS MEDICAL OFFICER REF NO: 70046476



Directorate: Forensic Pathology

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Sebokeng

REQUIREMENTS
:
MBChb, MBBCh or equivalent  qualification. Completed community service. Registration with the HPCSA as a Medical Practitioner. Ability and willingness to perform duties outside of normal hours and away from base employment when required. A valid code 8 driver’s license. Recommendations: Diploma in Forensic Pathology or related. Ability to perform forensic Autopsies.  Ability to give evidence in courts. Abilty to lecture. Computer literacy.Planning to specialize in Forensic Pathology. 

DUTIES
:
Perform forensic autopsies. Complete necessary medico – legal documents . Attend crime scenes. Present evidence in courts of l law .Assist the Principal  Specialist  with administrative duties. Participate in teaching, research and learning activities in the department.

ENQUIRIES
:
Ms JD. Malefo, Tel No (016) 988 9720/1/2/3

CLOSING DATE
:
31 October 2007

POST 41/127
:
ASSISTANT DIRECTOR NURSING (2 POSTS) REF NO: 70046255


Directorate: Nursing 

SALARY
:
R157 686 per annum (Plus Benefits)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Matric Certificate. Registration with SANC as General Nurse and Midwife. Valid licence to practice as a nurse as issued by SANC. A qualification in Nursing Administration. A clinical specialty and a qualified in education will be a recommendation.   

DUTIES
:
Direct supervision and management of patient care in general wards and clinical patient care settings as according to policies, guidelines, standards as determined by Gauteng Department of Health viz. Vision, Mission, Strategic goals and objectives of Gauteng Department of Health, i.e. Customer satisfaction. Quality Assurance Standard. Patients Right’s Charter. Batho Pele Principles. Infection Control policies and waste management policy. Manage the utilization of budget as it applies to the working environment e.g. Assets and supplies, cost centre management. Manage Human Resource in assigned area, e.g. promote attendance to work. Promote performance management and development. Promote compliance to legislation as promulgated by SANC

ENQUIRIES
:
Mrs N.G Mpambo, Tel: (011)923 2053

CLOSING DATE
:
23 October 2007

POST 41/128
:
CHIEF CLINICAL TECHNOLOGY (NEPHROLOGY) REF NO: 70046171



Directorate: Nephrology

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
B-Tech degree Clinical Technology (Nephrology). 4 years post-diploma experience in Nephrology. Registered with HPCSA. Experience in training of student Clinical Technologist. Computer literate. Available 24 hours stand-by-service

DUTIES
:
Ensure total quality patient care delivery according to the mission and vision of the Academic Hospital. Preparation of applicable equipment to perform Nephrology procedures. Observation and selection of patients, equipments to ensure safety and accurate therapy (Dialysis Adequacy). Assist in students research project. Setting of standards and policies in the ward and ensure that they are maintained. Maintain and update statistics. Effective management of staff performance according to set standards (PMDS) 

ENQUIRIES
:
Mrs. R. Monageng Tel No: (012) 354-2210/1680

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/129
:
CHIEF CLINICAL TECHNOLOGIST (CARDIOLOGY) REF NO: 70046172


Directorate: Cardiology. 

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
B-Tech degree Clinical Technology (Cardiology). Registration with the HPCSA as a Clinical Technologist. Minimum 1 year experience in supervisory capacity

DUTIES
:
To assist in the management of Clinical Technology (Cardiology) services at Pretoria Academic Hospital. To assist in the organizing and supervising of service rendering by Clinical Technologists in Cardiology. Clinical service rendering within scope of practice of Clinical Technologist. Practical and theoretical training of student Clinical Technologist. Assist in managing the expenditure / stock control. Setting of service standards and quality control. Research supervision of trainees 

ENQUIRIES
:
Ms. S.A. Hadebe Tel No: (012) 354-2013

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/130
:
CHIEF PROFESSIONAL NURSE
SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Phedisong 1(4 Posts) Ref No: 70046268



Kgabo H.C.(2 Posts) Ref No:70046269



Stinkwater H.C. (1 Post) Ref No: 70046270



Phedisong 6 (1 Post) Ref No: 70046271



Phedisong 4 H.C. (1 Post) Ref No: 70046272



Suurman Clinic (1 Post) Ref No: 70046273

REQUIREMENTS
:
Appropriate degree or diploma in Nursing and midwifery. Current registration with SANC (proof of registration to be attached). At least two years experience as Senior Professional Nurse. Leadership ability as well as valid drivers licence will be an added advantage
DUTIES
:
Render comprehensive nursing care/Primary healthcare to patients. Formulate and implement nursing programmes. Evaluate staff responsible for performance appraisal and development for supervisees. Attendance of professional development sessions, adherence to Batho-Pele Principles 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseg Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007 

POST 41/131
:
SENIOR STATE ACCOUNTANT REF NO: 70046519



Directorate: Finance

SALARY
:
R 132 058 153 312 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Relevant tertiary qualification in Finance or Accounting. Three years relevant experience. Competencies: Sound knowledge of the PFMA and public institutions accounting, BAS system and related financial systems. Good computer literate (Ms Word, Ms Excel, PowerPoint), communication and interpersonal skills. Able to work under pressure, meet deadlines. Service delivery orientation and willingness to learn and develop as a public service employee. Good reporting skills, able to track expenditure, cost drivers etc. Function as part of a team and liaise with the Deputy Director Finance and Finance Director at Chris Hani Baragwanath Hospital. Report to the head of the division in terms of service delivery and Finance directorate in terms of auditing and financial matters. Be willing to rotate to other departments within Chris Hani Baragwanath Hospital if required.  

DUTIES
:
Management of the overall finance functions of the Clinical Support Division. Compile accurate expenditure reports and identify costs drivers. Assist the head of division and relevant managers in controlling and monitoring the NHLS expenditure, equipment repairs and operational budget of the division. Assist in the management of Pharmacy budget as well as reporting, stocktaking and similar activities related to pharmacy budget. Advice the head of the division and relevant managers on financial compliance with legislation. Undertake costing exercise in order to identify value for money options for service delivery.

ENQUIRIES
:
Ms. S. Lakraj Naidoo, Tel (011) 933 8563 or



Dr. J.M. Gavanescu, Tel: (011) 933 8154

CLOSING DATE
:
30 October 2007

POST 41/132
:
CHIEF PERSONNEL OFFICER REF NO: 70046520


Directorate: Clinical Support Division

SALARY
:
R 132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Standard 10 (Grade 12) certificate with 5 years experience in Human Resource field of which one year must be a supervisor. Knowledge of PERSAL. Good interpersonal relations. Customer orientated. Knowledge of all HR processes, public service regulatory frameworks and relevant HR prescripts. Must be able to assist with training of personnel and do presentation on Power Point. Ability to advice and deal with: Labour Relations, Training and Development for different categories of staff and Employee Wellness. Ability to work under pressure, plan, submit reports and meet deadlines. Solution finder, results driven, open minded person, focused on implementation and service delivery will be ideal for this post. Well rounded and experienced practitioner who deals well with challenges.    

DUTIES
:
Manage the overall HR business of the Clinical Support division as an independent hospital. Report to the Head of Division. Liaise with the Assistant Director, Deputy Directors and HR Director at Chris Hani Baragwanath Hospital. Be willing to rotate to other departments within CHBH if so required. Implementation of effective Human Resource Management, practice, recruitment and retention policies. Writing of submissions, supervision and training of sub-ordinates. Knowledge of all conditions of service, including home owners allowance, service termination, pension, state guarantee and staff establishment. Handling of incapacity leave, compile monthly HR statistics and manage staff performance. Advice the Head of Division on compliance and HR related legislation.

ENQUIRIES
: 
Dr. J.M. Gavenescu, Tel (011) 933 8154 or



Ms H. Steffen, Tel: (011) 933 8394

CLOSING DATE
:
30 October 2007

POST 41/133
:
LOGISTICS SUPPORT OFFICER: ASSET MANAGEMENT REF NO: 70046521


Directorate: Procurement

SALARY
:
R 132 054 – 153 312 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Grade 12/ applicable degree/ diploma in the relevant field. One year experience in supervisory position. Good understanding of public sector purchasing. At least one year experience of working in a SAP environment. Background of PPPFA, new supply chain procedures and computer literacy (Ms Word, Ms Excel and Ms Power Point). Person profile: Generic: Good negotiation skills, time management, administrative skills; strong ethics, ability to prioritize. Technical skills: Analytical skills, report writing skills and contract management. Attributes: Ability to work in teams and under pressure, quality orientated, customer focused, passionate about service delivery, ability to meet deadlines, task focused, good interpersonal skills and attention to detail.   

DUTIES
:
Co-ordinate all procurement and supply chain management related business for the Clinical Support division at Chris Hani Baragwanath Hospital. Be willing to rotate to other department within CHBH if required. Ensure that goods and services are procured in accordance with procurement policies and procedures. Operationalise and achieve procurement objectives by adopting a customer ethos that delivers quality goods and services at the right time, the right place and at competitive costs. Obtain SAP system reports and analyze them. Release purchase requisitions. Conduct regular analysis of the performance of buyers. Ensure that irregularities are dealt with accordingly and reporting on procurement activities to the head of division as required is taking place. Supervision of staff. Liaise with the procurement Deputy Director and Finance director at Chris Hani Baragwanath Hospital as needed. Regular follow up of all outstanding requisitions on SAP where purchase orders have not been created by the GSSC. Re-engineering of the service level agreement with all end users.

ENQUIRIES
:
Ms. S. Lakraj-Naidoo, Tel: (011) 933 8563 or



Dr. J.M. Gavanescu, Tel: (011) 933 8154

CLOSING DATE
:
30 October 2007

POST 41/134
:
ADMINISTRATIVE OFFICER ASSETS REF NO: 70046274


Directorate: Assets

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Tlamelong H.C. (2 Posts)

REQUIREMENTS
:
Bachelors degree or equivalent. Relevant experience in assets management. Good communication (verbal and written) and computer literacy skills. Drivers licence.
DUTIES
:
Gather and verify property information by physical inspection. Compile reports on side visits, capture accurate properly information in the assets register. Execute supply chain management delegated powers where applicable. Ensure that all Financial, Human Resource and Supply Chain Management prescripts and policies adhered to. As well as relating legislation and adhere to.

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007

POST 41/135
:
ADMINISTRATIVE OFFICER: FACILITY MANAGER


Directorate: Facility Management Unit 

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Kgabo H.C. (1 Post) Ref No: 70046275



Tlamelong H.C. (1 Post) Ref No: 70046351

REQUIREMENTS
:
National Diploma/Built environment/N3 plus Trade Test with a minimum of 5 years experience after qualification. Sound analytical, good written and verbal communication skills and computer literacy will be a strong recommendation. Knowledge and understanding of PFMA, OHS Act, National Building Regulation as well as government Procurement system. Knowledge and understanding of estimating and scheduling. Willingness to travel and work irregular hours and must have a valid drivers license.

DUTIES
:
Manage and control documents in the unit. Monitor expenditure of day to day maintenance and prepare monthly report to the regional FMU. Monitor projects in the institutions; liaise with DPTRW and end users. Initiate and advise on the compilation of business plans and budget process. Co-ordinate and plan activities and involve all stakeholder. Ad hoc duties in support to the regional FMU. Report to management on building related matters. Undertake Ad hoc site during construction phase. Ensure that 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007 

POST 41/136
:
CHIEF FORENSIC OFFICER REF NO: 70046477


Directorate: Forensic Pathology Services

SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Germiston 

REQUIREMENTS
:
Grade 12 with 5 years experience in Forensic (Medico-Legal) laboratory. Valid drivers licence. Computer literacy, wllingness to work with corpses (mutilated, decomposed infectious viruses). Manegerial skills (delete experience in general skills)

DUTIES
:
Effective and efficient recovery, storage and processing of bodies, including physical collection of bodies, processing and safe keeping of corpses, information exhibits and property from incident scenes. Rendering an effective Forensic autopsy process in accordance with set standards and guidelines by assisting the Forensic Pathology in autopsies and x-raying of corpse. Optimal control of reports and specimens during and after the forensic mortuary process including completion and administration of statements and documentation. Effective and efficient safekeeping and disposal of property of the deceased and exhibits. Rendering an efficient support service to the manager with regard to the management of the Forensic Pathology laboratory. Creation of duty roster and allocation of personnel into teams.

ENQUIRIES
:
Mr T. Mpahlaza, Tel (011)255 4902

CLOSING DATE
:
31 October 2007

POST 41/137
:
CHIEF PROFESSIONAL NURSE REF NO: 70046485


Directorate: Nursing 
SALARY
:
R 157 686 per annum (Plus Benefits)

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Diploma in General Nursing. Registration with the South African Nursing Council. Management and supervisory skills Considerable applicable experience. Work shifts (including nights).

DUTIES
:
Responsible for excellent nursing care. Manage department. Compile duty rosters. Ensure that protocols are in place. Ensure that accreditation standards are met and applied. Supervision and performance evaluations of personnel. Staff training.

ENQUIRIES
:
Ms P Chauke, Tel: (011) 321 6002 

CLOSING DATE
:
31 October 2007

POST 41/138
:
CHIEF OCCUPATIONAL THERAPIST REF NO: 70046427


Directorate: Occupational Therapy Department 

SALARY
:
R 132 054 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Degree in Occupational Therapy. Registered with Health Professional Council of South Africa. Qualifications in NDT (provide proof). Extensive appropriate experience in Paediatrics. Recommendations: Experience in management of department as regards finance, Human Resource and organization of a department. Sensory Integration will be recommended (provide proof). Computer literacy. Experience in the use of PMDS. Conflict management skills, administrative skills, Good Interpersonal relationship skills.

DUTIES
:
Responsible for developing and maintaining and providing good quality therapy to all referred patients in the Paediatrics sub-section. Supervisor for therapist, assistants and support staff. Responsible for student training, as well as training support staff and therapists in Paediatrics. Management of Paediatric section including the Budget, Human Resource and administration. Develop and maintain treatment strategies in Kalafong Occupational Therapy Paediatrics Department. 

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

CLOSING DATE
:
30 October 2007

POST 41/139
:
SENIOR RADIOGRAPHER (2 POSTS) REF NO: 70046257


Directorate: X-Ray Department 

SALARY
:
R 106 335 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Degree/ Diploma in Diagnostic Radiography. Registration with HPCSA. Recommendations: Sound interpersonal and communication skills.

DUTIES
:
Undertake radiographic procedures efficiently and effectively in accordance with prescribed protocols, radiation control measures and Medico-legal requirements. Be in a position to provide a 24hrs service.

ENQUIRIES
:
Ms LM Nkomo, Tel: (012) 318 6658 

CLOSING DATE
:
30 October 2007

POST 41/140
:
SENIOR FORENSIC OFFICER REF NO: 70046478



Directorate: Forensic Pathology Service

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Heidelberg

REQUIREMENTS
:
Grade 12 Certificate with appropriate relevant experience. Computer literacy. Ability to work under pressure and independently. Accuracy and planning skills. Maintain confidentiality and ability to interact with various stakeholders. Ability to give evidence in court. Valid driver’s license. Knowledge of Batho Pele Principles.

DUTIES
:
Rendering an efficient services to the laboratory manager with regard to the management of Forensic Pathology Laboratory. Effective and efficient recovery, Storage and processing of deceased that includes physically collecting, processing and safe keeping of corpses information, exhibits and property incidents sense. Ensure effective utilization of personnel. Performance management of personnel group. Assist in rendering an effective and efficient autopsy process in accordance with set standards and guidelines by assisting the Forensic Pathology in autopsies. Control reports and specimens during and after the mortuary process including completion and administration of statements and documentation. Maintenance of Mortuary hygiene. Caring and kind interaction with bereaved families. Assist with management of mortuary. Provision of evidence in court.

ENQUIRIES
:
Mr. T. Mpahlaza, Tel (011) 255  4905

CLOSING DATE
:
31 October 2007

POST 41/141
:
SENIOR PROFESSIONAL NURSE
SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Stinkwater H.C. (1 Post) Ref No: 70046352



Phedisong 1 Clinic (1 Post) Ref No: 70046353



Phedisong 6 Clinic (1 Post) Ref No: 70046354



Majaneng Clinic (1 Post) Ref No: 70046355



Tlamelong H.C. (1 Post) Ref No: 70046356

REQUIREMENTS
:
Registration with SANC as a General Nurse and Midwife.  (Proof of registration to be attached)Appropriate two yrs experience as professional nurse. Good communication, interpersonal and writing skill.
DUTIES
:
Render Primary Health Care to patients, facilities and community, especially in the assessment and diagnosis. Prescribe and dispense medication and educate patients. Management of subordinates. Evaluate patient’s progress and needs.Implememt therapeutic programmes. Perform duties as delegated. Must be prepared to work 24 hours service 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007

POST 41/142
:
SENIOR CLINICAL TECHNOLOGIST (NEPHROLOGY) REF NO: 70046173



Directorate: Nephrology (hemodialysis unit).

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
National Diploma Clinical Technology (Nephrology). Registered with the HPCSA. 3 years post-diploma experience in Nephrology. Computer literacy. Available 24 hours stand-by-service.

DUTIES
:
Preparation of suitable equipment to perform the following procedures hemodialysis, continuous therapies, water treatment and hemo perfusion. Initiating and discontinuation of dialysis procedures. Sterilization of equipments and general maintenance. Checking all electronic equipments for accuracy and faults. Assist with management of components and general administration of the unit. Organize the maintenance, prepare of equipments used in Nephrology. Assist the supervisor with students training and the research projects. Observation, selection of patients and equipments to ensure safe accurate therapy 

ENQUIRIES
:
Regina Monageng Tel No: (012) 354-2210/1688 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/143
:
PHARMACIST ASSISTANT: POST BASIC REF NO: 70046266


Directorate: Allied
SALARY
:
R85 362 – 99 108 per annum (Plus Benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Matric or equivalent. Registration with the SAPC. 2-3 years working experience. Good communication skills and team work.
DUTIES
:
Dispensing of prescriptions. Packing of ward boxes and Issuing of after hour cupboard. Pre-packing of tablets. Ordering and receiving of stock and compounding.

ENQUIRIES
:
Ms I S Moabelo Tel: (012) 841-8300

CLOSING DATE
:
26 October 2007

POST 41/144
:
PROFESSIONAL NURSE (60 POSTS) REF NO: 70046252


Directorate: Health

SALARY
:
R85 362 per annum (Plus Benefits)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Matric Certificate. Registration with SANC as a General Nurse and Midwife. Valid licence to practice as a nurse as issued by SANC.

DUTIES
:
To render direct patient care in general patient care wards and units. To manage and supervise subcategory nursing staff in the provision of patient care i.e. promote attendance to work. Promote performance management and development. To implement and promote the total compliance to the policies, guidelines and programmes as determined by the Gauteng Department of Health, vis. Quality Assurance Programmes. Batho Pele Principles. Integrated Wellness Programmes and Occupational Health and Safety. Promote compliance to infection control and waste management policy. Management the utilization of maternal resources. To comply and promote compliance to the nursing profession legislative

ENQUIRIES
:
Mrs N.G Mpambo, Tel: (011)923 2053 

CLOSING DATE
:
23 October 2007

POST 41/145
:
MATERIAL RECORDING CLERK REF NO: 70046522


Directorate: Procurement

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

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Grade 12 certificate or applicable degree/ diploma in the relevant field. At least one year of procurement related experience. One year of working in a SAP environment. Background of PPPFA and new Supply Chain Procedures. Understanding of Public Sector Purchasing, computer literacy (Ms Word, Ms Excel). Good communication and decision making skills, good interpersonal and organizing skills. Function as part of a team and meet deadlines.

DUTIES
:
Create purchasing requisition on SAP, verify the correctness of requisitions received. Conduct market research and source potential suppliers, ensure that goods and services meet user requirements. Interact with suppliers and customers, expedite outstanding deliveries. Ensure compliance to procurement policies and procedures. Assist with procurement queries from end users within the clinical support division. Report to the chief procurement officer and head of division as needed. Be prepared to rotate to other departments/ divisions within CHBH if required.

ENQUIRIES
:
Ms. S. Lakraj-Naidoo, Tel: (011) 933 8563 or



Dr. J.M. Gavanescu, Tel: (011) 933 8154

CLOSING DATE
:
30 October 2007

POST 41/146
:
SECRETARY REF NO: 70046523



Directorate: Clinical support Division

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

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent qualifications. In possession of Secretarial Certificate or Diploma in the secretarial field. Good communication skills and good telephone manner. Language proficiency in more than one official language will be an added advantage. Computer literate (Ms Word, Ms Excel, Ms Power Point and Outlook). Typing test will form part of interview process.

DUTIES
:
Provides support service to the head of the division and other managers in the division as required. Manages the diary of the head of the division. Co-ordinates workshops, conferences and any other events. Records minutes of meeting. Drafts routine correspondence and reports. Receives, records and distributes in and outstanding documents. Collates information to enable the manager to prepare for meetings and governmental responsibilities. Conversant with public Service and department policies/ documents. Ability to write reports and engage in operational planning.

ENQUIRIES
:
Ms. H. Steffen, Tel: (011) 933 8394

CLOSING DATE
:
30 October 2007

POST 41/147
:
PROFESSIONAL NURSE
SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Winterveldt Clinic (3 Posts) Ref No: 70046357



Boekenhout Clinic (1 Post) Ref No: 70046358



Suurman Clinic (1 Post) Ref No: 70046359

REQUIREMENTS
:
Diploma in General Nursing and midwifery. Registration with SANC as a General Nurse and Midwife (proof of registration to be attached). Ability to work in a multidisciplinary team and comply with quality assurance
DUTIES
:
Render comprehensive Primary Health Care services at health facilities. Responsible for total patient care. Evaluate patient’s progress, asses their needs and implement therapeutic programmes.Observe Batho Pele Principles and Patients Rights Charter 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007

POST 41/148
:
SENIOR ADMIN CLERK: ASSET MANAGEMENT REF NO: 70046479


Directorate: Forensic Pathology Services

SALARY
:
R85 362 per annum (Plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Grade 12 certificate. Possession of an appropriate 3 year Degree / diploma will be an advantage. A valid driver’s licence. Knowledge of BAS, SAP and BAUD, Knowledge of PFMA, Treasury Regulations, GRAP/GAAP.

DUTIES
:
Ensure that all assets of institution are correctly captured on BAUD system. Ensure that all information in BAUD system is updated every month. Monthly reconciliation of financial data between SAP, BAS and BAUD. Ensure that inventory lists are accurately updated at all times. Ensure that all assets are marked/bar coded. Perform periodical physical verification. Ensure that all FPS institutions have proper control of assets. Compile monthly reports.Perform any other duties assigned by management.

ENQUIRIES
:
Mr DM Sethuga, Tel (011) 689 5544

CLOSING DATE
:
31 October 2007

POST 41/149
:
FORENSIC OFFICER GRADE 11 REF NO: 70046480


Directorate: Forensic Pathology Service

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Springs and Germiston

REQUIREMENTS
:
Grade 12 Certificate with appropriate relevant experience. Computer literacy. Ability to work under pressure and independently. Accuracy and planning skills. Maintain confidentiality and ability to interact with various stakeholders. Ability to give evidence in court. Valid driver’s license. Knowledge of Batho Pele Principles.

DUTIES
:
Rendering an efficient services to the laboratory manager with regard to the management of Forensic Pathology Laboratory. Provision of evidence in court. Effective and efficient recovery, Storage and processing of deceased that includes physically collecting, processing and safe keeping of corpses information, exhibits and property incidents sense. Ensure effective utilization of personnel. Assist in rendering and effective and efficient autopsy process in accordance with set standards and guidelines by assisting the Forensic Pathology in autopsies. Control reports and specimens during and after the mortuary process including completion and administration of statements and documentation. Caring and kind interaction with bereaved families. 

ENQUIRIES
:
Mr. T. Mpahlaza Tel: (011) 255 - 4905

CLOSING DATE
:
31 October 2007

POST 41/150
:
SENIOR ADMINISTRATION CLERK: PROCUREMENT AND ORDERS  REF NO : 70046481



Directorate: Forensic Pathology Service

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Roodepoort

REQUIREMENTS
:
Grade 12 certificate. Driver’s license, sound knowledge of the procurement process in line with ordering and receiving goods. To stock stores, distribution of goods and keeping record thereof, Computer literacy a must, practical demonstration will form part of interview. Financial background will be an added advantage.

DUTIES
:
Receiving, processing of requisitions and invoices within the department Analysing risks with regard to orders and requisitions. Performing all administrative duties like photocopying, faxing orders to suppliers and follow up on all outstanding orders and requisition from suppliers and service providers. Monitoring and taking corrective action against all procurement matters related to non – compliance with the Departmental policies and procedures e. g. Unauthorised, irregular wasteful and fruitless expenditure. Managing the supplier database. Complying monthly Supply Chain Management reports and verification of orders and payments.

ENQUIRIES
:
Mr. A. Stander Tel: (011) 279 - 7512

CLOSING DATE
:
31 October 2007

POST 41/151
:
SENIOR ADMINISTRATION CLERK: FINANCE REF NO: 70046782



Directorate: Forensic Pathology Service

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Diepkloof

REQUIREMENTS
:
Applicant should be in possession of a Grade 12 certificate with relevant experience. A diploma or any other qualification in finance will be an added advantage. Applicant should have proven computer literacy with a working knowledge of Ms Word, Excel and PowerPoint. Practical demonstration of such skills will form part of the interview. Knowledge and application of PFMA and Batho – Pele Principles. Possession of a valid driver’s license. Candidate should be conversant with occupational Health and safety aspects especially in the context of mortuary environment.

DUTIES
:
Capture monthly expenditure on the required unit’s financial template. Receive and capture component budget inputs in terms with standard chart of accounts and operational plan. Monitor payments of BAS and report discrepancies to management. Preparation of invoices for payment and management thereof. Handling of petty cash and compilation of journals. File and ensure proper batch control of payments. Liaise with procurement on commitments and prepare cash flow processes. ensure that PFMA, treasury regulations and directives relating to finance are correctly applied. Keep statistics and handle correspondence pertaining to the functional of the components. Make and submit monthly, quarterly and annual reports to the facility management. Make follow ups of all payments in liaison with GSSC and approved suppliers. 

ENQUIRIES
:
Ms. L. Malatse Tel : 011) 983 - 1900 

CLOSING DATE
:
31 October 2007

POST 41/152
:
SECRETARY TO THE CEO REF NO: 70046483



Directorate: Forensic Pathology Services

SALARY
:
R85 362 per annum (Plus benefits)

CENTRE
:
Central Office , Johannesburg

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus secretarial experience. Good computer skills, office organisation skills, general filling and telephone / calls screening skills. Good verbal and written communication skills.

DUTIES
:
Provide secretarial and general administration duties to the CEO.Arrange appointments, keep and manage diary for the CEO.Making and receiving calls, typing letters, minutes and reports.Maintain efficient filling systems. Perform all secretarial duties as required. Record all incoming and outgoing correspondence for the  CEO.Implement a systems of information/document control in the office. Arrange meetings as and when required by the CEO. Ensure that filling system is operational and updated at all times. Receive visitors.

ENQUIRIES
:
Ms. C. Ngobeni, Tel (011)689 5548

CLOSING DATE
:
31 October 2007

POST 41/153
:
JUNIOR OCCUPATIONAL THERAPIST (2 POSTS) REF NO: 70046256



Directorate: Occupational Therapy Department

SALARY
:
R85 362 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Tertiary qualifications in Occupational Therapy. Registered with HPCSA.

DUTIES
:
Assessment and treatment of patients in the designated sub-section. Work with all different diagnosis of patients. Contribute to the development and implementation of programs in the sub-section and follow the policy in the sub-section. Student training and supervision.  Student Training and Supervision. Follow administrative duties and costing systems. Share skills and knowledge with colleges as required.  

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

CLOSING DATE
:
30 October 2007

POST 41/154
:
ADMIN CLERK REF NO: 70046258


Directorate: Transport

SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate with appropriate experience. Computer literacy. Good interpersonal relations. A driver’s licence and PDP.
DUTIES
:
Issue Government vehicles according to Unit planned trips. Ensure correctness of allocations and conduct weekly vehicle inspections. Responsible for capturing irregularities or problems. Monitor the implementation of Departmental policies, procedures, processes and internal control mechanisms with regards to GG transport. Ensure monthly processing of trip sheet and filing. Responsible for the effective functioning of all vehicles. Supervision of drivers and their daily duties. Monitor effective utilization of vehicles and recommend changes in allocations 

ENQUIRIES
:
Ms. R. Matshili Tel No: (012) 354-5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/155
:
SECRETARY TO HOD OF PLASTIC SURGERY REF NO: 70046174


Directorate: Plastic Surgery

SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Matric certificate, secretarial diploma, 10 years experience as Secretary, fully bilingual in English and other languages. Computer literacy in excel, MS Word, PowerPoint, meticulous accurate fast typing skills to be proved by a practical test, interpersonal skills.
DUTIES
:
Secretarial services to the Head of the Division of Plastic Surgery, University of Pretoria and Pretoria Academic Hospital. Typing and filing of all university and Gauteng Health correspondence, patient reports, call-lists, out-patient and theatre bookings, examination and HR management of staff members. Members must function independently and take initiative in an isolated environment

ENQUIRIES
:
Prof. P.F. Coetzee Tel No: (082) 564-2514

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/156
:
MATERIAL RECORDING CLERK (BUYING)(2 POSTS) REF NO: 70046259



Directorate: Procurement

SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate with appropriate experience. Successful completion of PAS1 or SCM1 will be an added advantage. Computer literacy. SAP System knowledge of Supply Chain Management Policies and prescripts, PFMA and Treasury Regulations. Good communication, interpersonal and record keeping skills
DUTIES
:
Completion of RLS 01 and 02. Procure stock through SAP System. Invitation of quotation for estimate price. Maintaining of database of suppliers. Filling of procurement documentations. Assist in stocktaking of stores. Liaising with GSSC for requisitions. Compile monthly report e.g. leases of equipment. Procure items through petty cash facility. Write out manual (1450). Compile accruals and commitment register

ENQUIRIES
:
Ms. R. Matshili Tel No: (012) 354-5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/157
:
MATERIAL RECORDING CLERK (WAREHOUSE OFFICER 2 POSTS) REF NO: 70046261


Directorate: Procurement

SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate with appropriate experience. Successful completion of PAS1 or SCM1 will be an added advantage. Computer literacy. SAP System knowledge of Supply Chain Management Policies and prescripts, PFMA and Treasury Regulations. Good communication, interpersonal and record keeping skills.
DUTIES
:
Maintenance of store and goods. Receiving and issuing of stock, check for correctness, quality and quantity and fills in/ signs the appropriate documentation and stores stock according to the prescribed warehouse management principles. Record all stores items per VA11. Monitor the availability of stock, reconcile stock received and issued. Inspection of stock and give feedback. Handling VA2 for internal stock. Apply FIFO rule or just in time principle. Ensures that requisitions are satisfied timely. Performs the administration and maintenance of bin allocations (bin numbering system) and keeps Accounting section (post clerk) posted. Reports stock discrepancies to the accounting section and the senior store official. Reports disposable stock items to the Supply Chain Manager by means of a report or service letter

ENQUIRIES
:
Ms. R. Matshili Tel No: (012) 354-5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/158
:
SENIOR ENROLLED NURSING ASSISTANT
SALARY
:
R68 995 per annum (plus benefits)

CENTRE
:
Sedilega Clinic (3 Posts) Ref No: 70046360



Kgabo H.C (1 Post) Ref No: 70046361

REQUIREMENTS
:
STD 08 / 10 plus enrolled nursing assistant certificate. Enrolment with SANC as Enrolled Nursing Assistant. At least three years experience as Enrolled nursing assistant

DUTIES
:
Assist in rendering quality comprehensive Primary Health Care service. Be willing to render 24 hours service. Implement Batho-Pele Principles to ensure best nursing practice in a clinic environment

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007

POST 41/159
:
ADMINISTRATION CLERK REF NO: 70046362
SALARY
:
R68 995 per annum (plus benefits)

CENTRE
:
Kgabo H.C (2 Posts) 

REQUIREMENTS
:
STD 10 / Grade 12 certificate. Appropriate administration experience. Good communication (verbal and written) and computer literate skills
DUTIES
:
Registration of patients and directing them in facilities. Filling of records and safe keeping of records. Recording of data and compilation of statistics. Supply Chain Management. Performance of any other delegated duties 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng. Malepe Tel No: (012) 701-9566/ 9517

POST 41/160
:
SENIOR ENROLLED NURSING ASSISTANT
SALARY
:
R58 209 per annum (plus benefits)

CENTRE
:
Kekanastad Clinic (2 Posts) Ref No: 70046363



Suurman Clinic (1 Post) Ref No: 70046364

REQUIREMENTS
:
STD 08 / 10 plus enrolled nursing assistant certificate. Enrollment with SANC as Enrolled Nursing Assistant. At least two years experience as Enrolled nursing assistant

DUTIES
:
Assist in rendering quality comprehensive Primary Health Care service.  Be willing to render 24 hours service. Implement Batho-Pele Principles to ensure nest nursing practice in a clinic environment

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007 

POST 41/161
:
ADMINISTRATION CLERK
SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Kgabo H.C (2 Posts) Ref No: 70046365



Phedisong H.C. (1 Post) Ref No: 70046366



Winterveldt Clinic (1 Post) Ref No: 70046367



Tlamelong H.C. (1 Post) Ref No: 70046368



Stinkwater H.C. (1 Post) Ref No: 70046369

REQUIREMENTS
:
STD 10 / Grade 12 certificate. Appropriate administration experience. Good communication (verbal and written) and computer literate skills.
DUTIES
:
Registration of patients and directing them in facilities. Filling of records and safe keeping of records. Recording data, compile statistics. To information office assist facility manager in ordering stock and equipment and performance of any other delegated duties 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007 

POST 41/162
:
LAUNDRY WORKER (SENIOR SUPERVISOR) REF NO: 70046260


Directorate: Laundry

SALARY
:
R 58 290 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate and experience in laundry. Good communication   (verbal and written) and Supervisory skills.
DUTIES
:
Control all receiving and dispatching of clean and dirty linen. Attend all linen related meetings. Record all relevant information on a spread sheet. Control entire condemned linen e.g. sorting, counting and liaison with Prov Dept and Supplier. Control / planning of linen inventory. Control all administration tasks, with reference to linen responsibilities / activities. Annual Leave and sick leave monitoring. Maintenance of all trollies, machines and equipment used in linen dept.

ENQUIRIES
:
Mrs. A.H. Lewis Tel No: (012) 354-5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/163
:
MATERIAL RECORDING CLERK (TRANSIT) REF NO: 70046262


Directorate: Procurement

SALARY
:
R 58 290 per annum (plus benefits). 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate with appropriate experience. Successful completion of PAS1 or SCM1 will be an added advantage. Knowledge of Supply Chain Management Policies and prescripts, PFMA and Treasury Regulations. Good communication, interpersonal and record keeping skills.
DUTIES
:
Receive stock and issue it to warehouse and end users. Safe keeping of stock within the procurement Guideline Act. Ensure that goods receipt voucher (GRV) is captured correctly on the SAP system for all commodities. Deal with related queries for good receipts and enquiries. Control all activities related to warehouse management. Follow up on late deliveries and outstanding orders. Rotation between the various positions i.e. transit in and transit out. Compile RLS 02. Record and compile statistics.

ENQUIRIES
:
Ms. R. Matshili Tel No: (012) 354-5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/164
:
MATERIAL RECORDING CLERK (POSTERING/VOUCHERING) (2 POSTS) REF NO: 70046263



Directorate: Procurement

SALARY

R58 290 per annum (plus benefits)

CENTRE

Tshwane District Hospital

REQUIREMENTS
:
Grade 10 or 12 certificate with appropriate experience. Successful completion of PASI or SCMI will be and added advantage.  Knowledge of supply chain Management Policies and prescripts, PFMA and Treasury Regulations.  Good communication, interpersonal and record keeping skills. 

DUTIES
:
To render administrative support functioning duties. Open tally cards for consumable items. To calculate stock level on tally cards.  Post all relevant transactions on the tally card. Issue store items according to classifications.  That is A, B, V items as store items and sends them to the store officer for issuing purpose. All non-stock items must be sent to the buying clerks for ordering purpose.  Rectify erroneous entries and monitor discrepancies. Receive VA2’s from the voucher registration clerk. Price the VA2’S before issuing. To register VA2’S on VA4, VA5, and VA6.

ENQUIRIES
:
Ms. R. Matshili Tel (012) 354 5963

CLOSING DATE
:
26 October 2007
FOR ATTENTION
:
Ms. Diane Samuels

POST 41/165
:
MATERIAL RECORDING CLERK (DISTRIBUTION) REF NO:70046264 



Directorate : Procurement

SALARY
:
R49 665 per annum (plus benefits)

CENTRE

Tshwane District Hospital

REQUIREMENTS
:
Grade 10 or 12 certificate with appropriate experience. Good interpersonal relations.  Computer literacy will be an added advantage. 

DUTIES
:
Delivery of issued stock. Marketing of new stock. Transmit-out, stock controller. Assist in any other procurement activities. Perform administrative duties.

ENQUIRIES
:
Ms. R. Matshili Tel (012) 354 5963

CLOSING DATE
:
26 October 2007

FOR ATTENTION
:
Ms. Diane Samuels

POST 41/166
:
ADMINISTRATION CLERK
SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Kgabo H.C (1 Post) Ref No: 70046370



Winterveldt Clinic (1 Post) Ref No: 70046371



Tlamelong H.C. (1 Post) Ref No: 70046372



Suurman Clinic (1 Post) Ref No: 70046373

REQUIREMENTS
:
STD 10 / Grade 12 certificate. Appropriate administration experience. Good communication (verbal and written) and computer literate skills
DUTIES
:
Registration of patients and directing them in facilities. Filling of records and safe keeping of records. Recording data, compile statistics. To information office assist facility manager in ordering stock and equipment and performance of any other delegated duties 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007 

POST 41/167
:
MATERIAL RECORDING CLERK REF NO: 70046175


Directorate: Pharmacy

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Grade 12 certificate. Experience on Medicom and SAP will be to your advantage. Willingness to go for Medicom and SAP training. Ability to perform routine tasks. Communication and interpersonal skills. Computer literacy. Good record keeping. 
DUTIES
:
Update and maintain Medicom in the Pharmacy. Management of expired drugs - write off and keep expired register up-to-date. Assist pharmacists with administrative duties (VA4 – VA5, filing, etc). Update records and compile monthly expenditure reports. Adherence to OP’s in the Pharmacy. Perform routine tasks as required. Assist in duties of administration clerks if they are on leave or sick. Participate in a team. Perform any legitimate task requested, that is necessary for the provision of a quality pharmaceutical service 

ENQUIRIES
:
Rene Meyer Tel No: (012) 354-1282

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
29 October 2007 

POST 41/168
:
CLEANER
SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Tlamelong H.C. (4 Posts) Ref No: 70046374



Phedisong 4 Clinic (7 Posts) Ref No: 70046375



Sedilega Clinic (3 Posts) Ref No: 70046376



Phedisong 6 Clinic (3 Posts) Ref No: 70046377



Winterveldt Clinic (2 Posts) Ref No: 70046378



Boekenhout Clinic (2 Posts) Ref No: 70046379



Kgabo H.C. (2 Posts) Ref No: 70046380



Temba H.C. (2 Posts) Ref No: 70046381



Stinkwater H.C. (2 Posts) Ref No: 70046382

REQUIREMENTS
:
Committed person, hard worker, Good participation and Team Work. Be able to read and write.
DUTIES
:
Cleaning daily in accordance with hygiene standards. Support other team members by rotating and working 24hours.0Use cleaning stock and equipment effectively and ordering on time 

ENQUIRIES
:
Mr. Vincent Bokaba / Mr. Nkagiseng Malepe Tel No: (012) 701-9566/ 9517

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
02 November 2007

DEPARTMENT OF SOCIAL AND DEVELOPMENT

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on 355-2222 

CLOSING DATE
:
24 October 2007

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

OTHER POSTS

POST 41/169
:
Deputy Director: Financial Planning and Management Accounting REF NO: 70046197


Directorate: Financial Administration
SALARY
:
R369 000 – R427 836 per annum (all inclusive remuneration package)

CENTRE
:
Johannesburg, Head Office 

REQUIREMENTS
:
A Bachelor of Commerce Degree or equivalent qualification with accounting coupled with extensive experience in a financial or control environment. Knowledge of PFMA, treasury regulations. DoRA, accounting standards, GRAP. Accounting, excellent numerical skills. Leadership and negotiation skills. Computer literacy. Good verbal and written communication. Ability to communicate at all levels. Innovative and creative abilities. Ability to work under pressure. Knowledge of Accounting Systems and Processes.

DUTIES
:
Compile MTEF Budgets and other reports as required in terms of the PFMA. Coordinate the departmental  budgetary process. Liaise with cost centre managers and provide timeous and appropriate information for reporting on budgetary matters. Monitor and report on the adherence to the budgetary controls on a monthly basis. Cash Management. Revenue Forecasting. Liaise with all the office of the auditor-general on relevant and appropriate matters relating to the Budget. Identify and report wasteful, fruitless and unauthorized expenditure as well as implement controls to prevent such expenditure.

ENQUIRIES
:
Mr. C Llale Tell no: (011) 355-7666

POST 41/170
:
ADMINISTRATION CLERK: Procurement REF NO: 70046194


Directorate: REGIONS
SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
Grade 12/equivalent. Knowledge of Procurement. Contract  & Asset management. Knowledge of the PFMA &  preferential procurement policy framework. Computer literacy & Numerical skills. Good interpersonal skills. Ability to accept responsibility. Valid Code 08 drivers license will be an added advantage. 

DUTIES
:
Ensure that procurement processes are carried out effectively & efficiently within the current line structure. Handle & ensure processing of unit/cluster requisitions through RLS 01. Monitor orders & deliveries. Effective follow up mechanism, prepare, maintain & update regional  procurement report. Manage contracts orders, renewals &  amendments & update electronic records. Liaise with relevant service providers on matters affecting the region. Capture assets on the regional asset register 7 conduct physical inspections. Report deviations or discrepancies to management. Responsible for stock control & internal stationary requisitioning. Monthly reconciliation of  requisitions against deliveries & stock control. Quality  control services/deliveries & report on any deficiencies or  discrepancies.

ENQUIRIES
:
Mr. M. Nkosi Tell no: (016) 930- 2071
POST 41/171
:
REGISTRY CLERK: Auxiliary Services (03 POSTS) REF NO: 70046195


Directorate: Regions
SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Sedibeng: Regional Office (2) Heidelberg Office (1)

REQUIREMENTS
:
Grade 12 or equivalent educational qualification. Experience in Government Records Management / filing systems. Knowledge of the National Archives Act. Ability to work in a team. Ability to work under pressure. Sound interpersonal skills. Computer literacy. Valid code 08 driver’s license will be an added advantage.

DUTIES
:
Receive, open, record & distribute incoming mail. Receive, record, frank & distribute outgoing mail. Searching of files. Filing. Maintenance of all files. Safekeeping & disposal of  documentation in terms of the Archives Act. Quarterly audits on files. Storage & retrieval of documents & files.

ENQUIRIES
:
Ms. L Harmse Tell no: (016) 930 -2055
POST 41/172
:
DRIVER: Auxiliary Services REF NO: 70046196


Directorate: Regions
SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
Minimum grade 10. Valid code 08 driver’s license. Good communication & interpersonal skills.  Ability to work equally well in a team and independently. Ability to work under pressure. Ability to accept responsibility. Relevant experience will be an added advantage. 
DUTIES
:
Provide driver service to staff. Delivering / collecting of mail & equipment between service points, Regional Office & Head Office. Handle the movement of External official correspondence. Distribution of Internal & external official correspondence.

ENQUIRIES
:
Ms L. Harmse Tell no: (016) 930- 2055

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on 355-2222 

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

OTHER POST

POST 41/173
:
PA TO THE CHIEF DIRECTOR: 70046177


Directorate: Property  Management

SALARY
:
R106 335 per annum (Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 and/or extensive experience in Secretarial support services to Senior Managers. Secretarial Diploma. Communication (language) skills. Good telephone etiquette. Customer relations. Advanced MS Word, Excel and Power Point, ability to research and analyze documents and situations. Basic knowledge of financial administration. Sound organizational skills. 

DUTIES
:
Provides secretarial/receptionist support service to the Chief Director. Renders administrative support in all tasks related to the position. Provides support to Chief Director regarding meetings. Supports the Chief Director with the administration of his/her budget. Studies the relevant  Public Service and departmental prescripts/policies and other documents and ensures that the application therefore is understood properly. Types documents. Customer relations
ENQUIRIES
:
Ms  P A Modisane Tel (011) 355-7309
CLOSING DATE
:
18 October 2007

ANNEXURE Q
PROVINCIAL ADMINISTRATION: KWAZULU-NATAL

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed.  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 41/174
:
CHIEF ENGINEER (REF. NO.P 260/2007)


(Policy And Planning Directorate)

SALARY
:
R369 000 per annum 
CENTRE
:
Head Office: Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognised Bachelor’s Degree in Civil Engineering OR equivalent qualification with ECSA registration; plus; *A minimum of 5 years experience in the Engineering Infrastructure for Rural Development  Planning field; plus  *A valid Code B Driver’s licence. Knowledge, Skills, Training And Competencies Required: *Knowledge of specialized understanding of spatial development and engineering principals and policy research, analysis, objective and development process and project management. *Broad and in –depth expert knowledge of department policies and practices.  *Knowledge of PFMA and Treasury Regulations. *Knowledge of Engineering Design Standards.  *Knowledge of Labour Relations Act.  *Knowledge of Public Service reporting procedures.  *Knowledge of computer based information systems. *Clear conceptual understanding of the development principals in the Civil Engineering Industry.  *Knowledge of Project Management.  *Interpretation and application of policy.  *Research, policy formulation and managerial skills.  *Problem solving skills.  *Analytical and innovative thinking skills. *Strategic planning and co – ordination skills.  *Computer literacy. *Excellent communication skills (verbal, written and networking).  *Presentation and facilitation skills.  *Motivation and negotiation skills. The ideal candidate should be approachable, have honesty, integrity and reliability.  *He / she should also be creative / innovative and be a team leader.

DUTIES
:
*Develop the Strategic Infrastructure plan. *Develop transport planning programme, determine the planning information required and develop terms of reference for planning and data gathering projects.  *Develop and manage a programme of research and development on engineering standards.  *Ensure integration of Departmental infrastructure planning with other provincial and national departments and municipalities. *Develop guidelines and requirements for municipal ITP & review ITP produced.  *Mentor and ensure professional development of engineering and technical staff within the sub - directorate
ENQUIRIES
:
Mrs S Ramouthar Tel. No: (033) 355 8953

CLOSING DATE
:
05 November 2007

FOR ATTENTION
:
Ms A Mncwabe 
NOTE
:
It Is The Intention Of This Department To Fill This Post With A Person From The Disabled Community Or An African Female.

POST 41/175
:
DEPUTY MANAGER: PLANNING (REF NO P261/2007)


Policy And Planning (Strategic Planning)

SALARY
:
R311 358 per annum

CENTRE
:
Head Office Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognised Bachelor’s degree in civil Engineering /National Diploma (T/N/S Stream) in Civil Engineering or equivalent qualification; plus; *A minimum of 3 years working experience; plus;  *A valid Code B Drivers Licence. Knowledge, Skills, Training And Competencies Required: *Knowledge of special Engineering principals and policy research, analysis, objective and development processes, project management and financial management.  *Broad and in-depth expert knowledge of national & provincial acts, policies and practices, budgeting and managerial functions.  Understanding PFMA & Treasury Regulation as well as engineering design standards (geometric and structural).  *Specialised understanding of tender board regulation & procurement policy.  *Knowledge of computer based information systems eg. FMS and other software packages MS Word, Power Point, MS Access, Engineering packages Geopak, BilI, PIMS.  *Knowledge in respect of operating a variety of electronic equipment eg multi media projector.  *Knowledge of application of reports and recommendations.  *Clear conceptual understanding of the development principles in the Civil Engineering Industry.  *Knowledge of planning and organising (including project management).  *Interpretation and application of policy.  *Research, policy formulation and managerial skills.  *Ability to develop training material.  *Problem solving, analytical and innovative thinking skills.  *Project management skills.  *Presentation and facilitation skills.  *Strategic planning and co-ordination skills.  *Computer skills.  *Team building skills.  *Excellent communication skills (verbal, written and networking).  *Motivation and negotiation skills.  *The ideal candidate should be an innovative thinker, be able to work in a team, efficient and demonstrate interest in development engineering and related fields. *He/she should also have honesty and integrity.

DUTIES
:
*Manage & co-ordinate spatial and developmental planning.  * Ensure the compilation and generation of relevant quality business plans.  * Sourcing and maintenance of accurate & reliable planning data.  *Manage the facilitation, the determination, implementation and maintenance of appropriate holistic engineering parameters / standards.  *Identify and report on areas requiring the provision of suitable policy.  *Ensure the alignment of priorities with local, provincial and national planning process. *Present budget division reviews.

ENQUIRIES
:
Mrs S Ramouthar Telephone number: 033 3558953

FOR ATTENTION
:
Mrs S M Nell

CLOSING DATE
:
5 November 2007

NOTE
:
It Is The Intention Of The Department To Fill This Post With A Person From The Disabled Community Or An African Female 

POST 41/176
:
ASSISTANT MANAGER: ACCOUNTING, BOOKKEEPING & TAXATION (REF. NO. P 257/2007)



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

SALARY
:
R196 815 per annum 
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate Degree / National Diploma or equivalent qualification in the Accounting, Finance or Commerce field; plus a minimum of 3 years Accounting / Bookkeeping and tax experience, plus  *A valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies required:  *Interpretation and application of practice notes and policies.  *Understanding of financial and accounting systems.  *Knowledge of the PFMA and Treasury Regulations.  *Knowledge of Generally Recognised Accounting Practice.  *Understanding of financial reporting procedures.  *Interpretation and application of Practice Notes and Policies.  *Problem solving and analytical skills.  *Excellent oral and communication skills.  *Must be a team player and a self starter.  *Must be computer literate.

DUTIES
:
*Manage the planning and execution of Accounting policies to implement best financial practices in the Department.  *Manage all related tax functions and payovers to SARS.  *Maintain relevant control accounts on BAS.  *Assist in the preparation of the Departments Annual Financial Statements.  *Preparation of monthly and annual reconciliations.  *Writing of reports and communicating with relevant authorities.  *Supervise junior members of staff and perform a high level review of all work performed by them before presentation to management or other customers direct supervision of staff and therefore effective Human Resources Management.

ENQUIRIES
:
Mr S Ponnan Tel no: 033 355 8010

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
05 November 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 41/177
:
SYSTEMS CONTROLLER (REF. NO. P 258/2007)


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

SALARY
:
R157 686 per annum
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate Degree / National Diploma or equivalent qualification in the Finance or IT field; plus a minimum of 3 years experience in the related environment. Knowledge, Skills, Training and Competencies required:  *Extensive knowledge of the PFMA, Treasury Regulations and computer-based information systems.  *Knowledge of computer system security requirements.  *An understanding of IT policies, procedures and implementation processes.  *Overall understanding of departmental policies, procedures, systems and processes.  *Computer literacy, particularly in BAS, PERSAL, Microsoft Excel and Word.  *An understanding of departmental reporting and record-keeping procedures.  *Ability to manage multiple responsibilities simultaneously.  *Good written and verbal communication skills.  *Excellent analytical, problem-solving and decision-making skills.  *Organisational and planning skills.  *Good interpersonal relationship skills.  *Ability to interpret and apply policy and procedures.  *The ideal candidate should be responsible, confident, accurate, innovative, loyal, ethical, highly motivated, should have the ability to work independently, under deadline pressure, and must display office etiquette, administration practice and be a team player.

DUTIES
:
*Ensure that all functional areas of the Department’s financial systems operate at their optimum and provide solutions to problems experienced.  *Analyse the general ledger and trial balance of the entire Department and ensure that all accounts are correctly stated (e.g. all expenditure items should have debit balances only) and that all suspense accounts are cleared on an ongoing basis.  *Ensure that subsidiary systems interface timeously with BAS and maintain reconciliations between the systems (subsidiary systems include: Hardcat; IBM Stores System; Intenda; PBS; and PERSAL).  *Compile monthly management reports on all financial systems to the Chief Financial Officer and Provincial Treasury.  *Manage access and security controls over the system.  *Provide support to management and staff with respect to the interpretation of reports and information from the financial systems, and implement and manage a programme for the capacity building of staff as well as monitor and supervise staff.

ENQUIRIES
:
Mr S Ponnan Tel. no: 033 355 8010

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
05 November 2007

NOTE
:
It Is The Intension Of This Department To Fill This Post With A Person From The Disabled Community Or An African Female.  Applicants may be subject to a competency test.
POST 41/178
:
PRINCIPAL PROVINCIAL INSPECTOR (INSTRUCTOR) (REF. NO. 259/2007)



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

SALARY
:
R132 054 per annum)
CENTRE
:
Traffic Training College, Pietermaritzburg 

REQUIREMENTS
:
*A Senior Certificate, plus a minimum of 2 years appropriate experience in traffic and administrative work, plus Applicant must be a qualified and registered Traffic Officer, plus Applicant must be a qualified Examiner for Driving Licences Grade A.  Knowledge, Skills, Training And Competencies Required:  *Thorough knowledge of the Road Traffic Act 93 of 1996.  *Ability to effectively deal with people.  *Ability to effectively communicate on various levels.  *Ability to interpret and apply legislation and policies.  *Computer literacy.  *Good report writing and problem solving skills.  *Good and clear communication skills.  *The ideal candidate should be responsible, friendly and receptive to suggestions and ideas. He / she should also be an innovative thinker and believe in openness and transparency.

DUTIES
:
*Maintain a high level of training and development amongst learners including the re-evaluation of Authorized officers in terms of SAQA, the National Department of Transport requirements and related policies and procedures.  *Contribute at Provincial and National level towards the development of curricula and course material including the establishment of a National database of examination questions in respect of various learning programmes.  *Use appropriate and modern technology to enhance the quality of training provided to learners.  *Provide a high level of advice, information and guidance to both internal and external clients in respect of traffic and related legislation.  *Participate in and promote committed goal directed law enforcement and traffic control including practical training of learners in law enforcement.  *Ensure the efficient, accurate and prompt completion of administrative requirements pertaining to the course in terms of the relevant acts, policies and procedures.

ENQUIRIES
:
Mr R du Plessis, Tel. no: (033) 394 0202

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
29 October 2007

NOTE
:
It Is The Intension Of This Department To Fill These Posts With A Person From The Disabled Community Or An African, White Or Indian Female

ANNEXURE R
PROVINCIAL ADMINISTRATION: MPUMALANGA

DEPARTMENT OF HEALTH AND SOCIAL SERVICES

“SIYANAKEKELA”

The Department of Health and Social Services is an equal opportunity, affirmative action employer. It is our intention to promote representivity in respect of race, gender and disability through the filling of these positions. Candidates whose transfer/ promotion/ appointment will promote representivity will receive preference.

APPLICATIONS
:
All applications should be posted to: The Superintendent General (HOD), Department of Health and Social Services, Provincial Office, Private Bag X 11285, Nelspruit 1200

FOR ATTENTION
:
Ms. Charity Mhlanga

CLOSING DATE
:
31 October 2007 (at 16h00) all applications received after the closing date and time will NOT be entertained. Apply as early as possible to avoid disappointments, please.

NOTE
:
Applications should be submitted on Z83 form, obtainable from any public services department and should be accompanied by certified copies of qualifications, ID / passport and Curriculum Vitae. Please quote the references on your form and where possible the station/ centre where the post is. Please Note: One Application Form Per Post. No faxed applications will be accepted. NB: Candidates who are not contacted within 3 months after the closing date must consider their applications as having been unsuccessful. 

OTHER POSTS

POST 41/179
:
SENIOR ADMINISTRATIVE OFFICER (AUXILLARY SERVICES) REFERENCE NO: DHSS-DPSA/OCTOBER/07/01

SALARY
:
R132 054 p.a.

CENTRE
:
Bethal Hospital

REQUIREMENTS
:
A Degree/ Diploma or equivalent qualification with at least 5 years extensive experience and comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA, PFMA and other applicable regulations.

DUTIES
:
Overall control over cleaning services, building maintenance, linen and laundry supply. Typing and Telecommunication, Registry and Records. Render gardening, Security, Mortuary and Food Services. Evaluation of personnel and an understanding of BAS and Logis. 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/180
:
SENIOR ADMINISTRATIVE OFFICER REFERENCE NO.: DHSS-DPSA/OCTOBER/07/02

SALARY
:
R132 054 p.a 

CENTRE
:
Standerton Hospital

REQUIREMENTS
:
Applicants must be in a possession of an appropriate three-year degree / Diploma or equivalent qualification or five years. Relevant experience.

DUTIES
:
The successful candidate will be responsible for the control and Management of the Section Auxiliary Services. Attend to general office service requests. Arrange for the acquisition of office accommodation. Manage cleaning, security and food services, registry, Switchboard services, Standerton Hospital garden services and Mortuary Services.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/181
:
SENIOR ADMINISTRATIVE OFFICER (INFORMATION) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/03

SALARY
:
R132 054 p.a.

CENTRE
:
Bethal Hospital

REQUIREMENTS
:
Appropriate RVQ 13, Degree or equivalent qualification with major in information science. Proven track record in preparation, analysis and interpretation. Utilization of data and management of information. Prepare to work under pressure to meet deadlines. Manipulating and converting data into meaningful information. Knowledge of information management. Computer literary (Word Excel and PowerPoint). Preparation and graphic presentation of information. Compilation of management report. Financial management skills. Goods interpersonal relationship. High communication and writing skills.

DUTIES
:
Manage information, report management and IT and IS subdivisions. Develop institutional information management, Information system and Information Technology Policies, Regulation, Standards, norms and guidelines, best practices and procedures. Maintain and improve Data quality standard of information with the institution. Coordinate the implementation of the promotion of access of information. Develop and maintain facility information databases. Maintain and co-ordinates. Updates to the Provincial Health and Social Website. Prepare monthly, quality, annual report and any other reports upon requests. Identify and co-ordinates training for relevant personnel in records management and information technology. 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/182
:
ADMINISTRATION OFFICER (PATIENTS ADMINISTRATION) 2 POSTS REFERENCE NO.: DHSS-DPSA/OCTOBER/07/04
SALARY
:
R106 335 p.a.

CENTRE
:
Bethal Hospital; Embhuleni Hospital

REQUIREMENTS
:
A recognized B Degree/Diploma or a Grade 12 Certificate or equivalent qualification plus 3 years experience in the patients administration. Computer literacy, Knowledge of Public Finance Management Act, Treasury Regulations and Asset Management as well as Regulations in Government. Extensive knowledge of PAAB or relevant patient’s administration and filing systems.  Good verbal and written communication skills. Knowledge of the Budgeting process in Government. A valid driver’s license. 

DUTIES
:
Extensive experience and comprehensive knowledge of all aspects of administration health management. Ability to Interpret and implement policies. Sound knowledge of LRA, PSA, PFMA, PAAB, Regulations and Policies and Rules and other applicable prescripts. Classify patients, Admin Patients, Open cards for out-patients. Receive money for admission. Retrieve and trace missing files for patients. File back all used files. Supervise Daily capturing of patients data on PAAB. Render helpdesk. Filing of laboratory reports and disposal of old Files. Ensure proper record management. Keeping of good filing system. Supervision and evaluation of staff.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/183
:
ADMINISTRATIVE OFFICER (TRANSPORT) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/05

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital

REQUIREMENTS
:
A recognized Bachelor’s degree or equivalent 3 years qualification or at least 3 years appropriate experience. Driver’s license and willingness to do standby. Knowledge of transport procedures in the Public Service. Computer literacy. Experience in supervision.

DUTIES
:
Provide day-to-day management of government vehicles. To keep: Up date inventory and records of vehicles. Plan weekly and monthly vehicle use in line with priorities. Ensure that vehicle log sheets are kept accurately. Keep maintenance records, schedules and coordinate Maintenance requirements with Provincial Transport. Monitor performance against approved budget. Compile monthly reports.  Check monthly overtime. Supervision of drivers.

POST 41/184
:
ADMINISTRATIVE OFFICER REFERENCE NO.: DHSS-DPSA/OCTOBER/07/06



(Transport Office Administration)

SALARY
:
R106 335 p. a.

CENTRE
:
Provincial office, Nelspruit

REQUIREMENTS
:
Diploma or a Grade 12 certificate with 3 years relevant experience. Ability to interpret and implement policies. Ability to work under pressure and meet dead lines. Ability to work independently, knowledge of BAS and LOGIS.

DUTIES
:
Manage all correspondence, incoming and outgoing for the section. Prepare internal requisitions and capture on LOGIS and obtain orders for all goods and services for the Transport Section. Obtain quotations and invoices. Obtain invoices from suppliers and payment of all goods and services rendered to the transport section. Pay the Wesbank account and prepare BAS journals. Obtain and issue licenses and petrol cards for the department. Keep an updated inventory for the expiry of all licenses and petrol cards for the department. Liaise with the department of roads and transport on the renewal of the licenses and expired or damage /loss petrol cards regularly.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/185
:
ADMINISTRATIVE OFFICER REFERENCE NO.: DHSS-DPSA/OCTOBER/07/07



(Transport Fraud Unit)

SALARY
:
R106 335 p. a.

CENTRE
:
Provincial office, Nelspruit

REQUIREMENTS
:
Diploma or a Grade 12 certificate with 3 years relevant experience. Ability to interpret and implement policies, knowledge of Treasury Regulations, LRA, PFMA and other relevant prescripts. Understanding of transport advisory committees will be an added advantage a valid driver license.

DUTIES
:
Serve as the secretary for the accident and fraud committee. Take minutes and prepare agenda, venue and catering for the accident and fraud evaluation committee meeting twice a month. Liaise with the Transport clerk: Accident and theft /loss control by obtaining all accident and theft/loss report for all institutions. Prepare demand letters and submissions for the HOD and coordinate the issuing of demand letters to the offenders. Prepare letters for the implementation of deductions from the offenders and follow the relevant processes. Update the database of all cases dealt with. Receive appeals and confirm receipt thereof.  Serve as a secretary for the appeal body.  Take minutes and prepare agenda, venue and catering for the appeal body when needed. Render general secretariat duties to the Committee, liaise with the Legal services and legislation division with third-party related matters.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/186
:
ADMINISTRATIVE OFFICER (PROCUREMENT) 2 POSTS REFERENCE NO.: DHSS-DPSA/OCTOBER/07/08

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital; Mmametlhake Hospital

REQUIREMENTS
:
A Diploma in administration or equivalent qualification or Five (5) years appropriate experience. Competencies: Knowledge of PFMA, PPPFA and its Regulations.  Computer skills.  The candidate must be acquainted with the LOGIS systems. The following will serve as additional. Recommendation:  Knowledge of the Framework on Supply Chain Management; Treasury Regulations; Procurement and the General Conditions of Contracts; Good verbal and Communication skills are essential; LOGIS.

DUTIES
:
Manage all procurement functions.  Manage Maintenance of Buildings and Control of Assets, Supervision of staff, and control of all assets and buildings, supervision of staff, and Management of Stores. Assist in the implementation of departmental procurement system in compliance with framework of supply chain management (Regulations in terms of PFMA 1999). Give advice to the institution on appropriate procurement method and evaluation criteria in the selection process. Administer the bidding process; Assist in rendering secretariat functions to the Bid/Adjudication committee. Provide guidance and support regarding acquisition of goods, services and works. Overall supervision functions of human capital and equipment.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/187
:
ADMINISTRATIVE OFFICER – FPS. REFERENCE NO.: DHSS-DPSA/OCTOBER/07/09

SALARY
:
R106 335 p.a.

CENTRE
:
Witbank MLL

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification plus appropriate experience. A valid driver’s licence. Competencies: Knowledge of the PFMA, EEA, PSA and its regulations. Computer skills. The candidate should be acquainted with the MS Office, BAS, PERSAL and LOGIS. Experience in financial management will serve as a recommendation.

DUTIES
:
Perform a variety of administrative and personnel functions in the MLL including compilation of MTEF and budget inputs for the directorate. Expenditure control. Processing and management of procurement related issues. Arranging and assisting with the planning of meetings, workshops. Compiling draft letters, reports, memos etc. Processing of claims including S&T, transport. Assisting with all administrative/managerial issues in the MLL.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/188
:
ADMINISTRATIVE OFFICER REFERENCE NO.: DHSS-DPSA/OCTOBER/07/10

SALARY
:
R106 335 p. a.

CENTRE
:
Office of the Deputy Director General (Health)

REQUIREMENTS
:
A degree/diploma or equivalent qualification or Grade 12 Certificate coupled with 4 years experience. Computer skills. The candidate should be acquainted with the MS Office, BAS, PERSAL and LOGIS. Knowledge and understanding of procurement, policies, processes and systems. Good communication skills (written and verbal) as well as conflict management.

DUTIES
:
Perform a variety of administrative in the DDG’s Office including assisting in the compilation of MTEF and budget inputs for the office. Expenditure control. Processing and management of procurement related issues. Arranging and assisting with the planning of meetings, workshops. Compiling draft letters, reports, memos etc, for the Deputy Director General. Processing of claims including S&T, transport. Act as Secretary in the meetings organized by the Deputy Director General. Draft minutes of all meetings attended and finalise them with the DDG. Dispatch the minutes, agendas and other documents on the request from the DDG.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/189
:
ADMINISTRATIVE OFFICER – TB HOSPITALS REFERENCE NO.: DHSS-DPSA/OCTOBER/07/11

SALARY
:
R106 335 per annum exclusive

CENTRE
:
(Barberton and Witbank) TB Hospitals

REQUIREMENTS
:
An appropriate three-year degree or Matric plus additional post-Matric qualification with relevant experience. A valid driver’s licence. Competencies: Knowledge of the PFMA, EEA, PSA and its regulations. Computer skills. The candidate should be acquainted with the MS Office, BAS, PERSAL and LOGIS. Experience in financial management will serve as a recommendation.

DUTIES
:
Perform a variety of administrative and personnel functions in the institution including compilation of MTEF and budget inputs for the directorate. Expenditure control. Processing and management of procurement related issues. Arranging and assisting with the planning of meetings, workshops. Compiling draft letters, reports, memos etc. Processing of claims including S&T, transport. Assisting with all administrative / managerial issues in the institution.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/190
:
ADMINISTRATION OFFICER – SPECIALISED SERVICES REFERENCE NO.: DHSS-DPSA/OCTOBER/07/12

SALARY
:
R106 335 per annum exclusive

CENTRE
:
Provincial Office – Nelspruit

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification plus appropriate experience. Competencies: Knowledge of the PFMA, EEA, PSA and its regulations. Computer skills. The candidate should be acquainted with the MS Office, BAS, PERSAL and LOGIS. Experience in financial management will serve as a recommendation.

DUTIES
:
Perform a variety of administrative and personnel functions in the sub-directorate including compilation of MTEF and budget inputs for the directorate. Expenditure control. Processing and management of procurement related issues. Arranging and assisting with the planning of meetings, workshops. Compiling draft letters, reports, memos etc. Processing of claims including S&T, transport. Assisting with the travelling arrangements for the directorate.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/191
:
CHIEF PROVISIONING CLERK (2 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/13

SALARY
:
R106 335 p.a.

CENTRE
:
Standerton, Witbank TB Hospitals

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification. A valid driver’s licence. Recommendations: Experience of general administrative duties. Good communication skills, Organisational abilities, knowledge of the Logis System. Computer literate .Computer literacy, good accounting skills and ability to work under pressure.

DUTIES
:
Procurement of goods and services for the hospital. Processing of information on the LOGIS system. 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/192
:
STATE ACCOUNTANT REFERENCE NO: DHSS-DPSA /OCTOBER/07/14



Partnerships For The Delivery Of Primary Health Care (Pdphc) Including HIV AND AIDS Programme (3 year- contract)

SALARY
:
R106 335 p.a. plus 37% of the basic salary

CENTRE
:
Provincial Office

REQUIREMENTS
:
Appropriate Diploma / Degree or equivalent qualification coupled with proven competencies in financial management: Knowledge of PFMA as well as Public Service Act of 1994 Knowledge of BAS and LOGIS financial systems will be an advantage. Good communication and writing skills. Must be prepared to work under pressure to meet deadlines. Computer literacy.

DUTIES
:
Process requisition and purchase orders Process payments in LOGIS and BAS. Process journals and entities. Process invoice. Attend to audit reports and management letters.  Safekeeping of documents. Handle all enquiries from suppliers. 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/193
:
STATE ACCOUNTANT (3 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/15

SALARY
:
R106 335 p.a 

CENTRE
:
Nelspruit (Forensic Pathology Service); Barberton TB Hospital; Standerton TB Hospital

REQUIREMENTS
:
A tertiary financial accounting qualification. Preference will be given to those with B.Com (Management Accounting). Previous experience in financial management. Advanced Computer literacy and the ability to make full use of the Microsoft package are essential. A valid driver’s license is a must. Knowledge of Government Financing and budgeting systems. A good understanding of the PFMA and the  Treasury Regulations, Public Services Act, LRA, SDA, BAS and PERSAL systems. HRM and the PMDS, internal Controls and Risk Management. Knowledge of Project Management. Skills Required: Financial management skills. Leadership skills. Good verbal and written communication skills Ability to plan, coordinate, control and report writing. Internal financial control and general problem solving skills.

DUTIES
:
Provide guidance in financial management.  Collect and collate budgetary inputs from the Heads both at Provincial and institutional levels. Draw the Forensic/institutions’ budgets. Capture and Manage the Conditional Grant/institutional budgets on BAS. Monitor the expenditure trends and compile monthly reports in terms of the PFMA and other prescripts. Provide financial advice to the leadership in Forensic Health Service/institutions. Provide a key financial link with the Chief Financial Office’s office

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/194
:
STATE ACCOUNTANT – REVENUE REFERENCE NO.: DHSS-DPSA/OCTOBER/07/16

SALARY
:
R106 335 p.a. (7 posts) level Centre: Rob Ferreira Hospital

REQUIREMENTS
:
A bachelor or Diploma and equivalent qualification plus relevant experience in Financial Accounting.  Knowledge of Government Transversal System Bas, Logis, Persal and PAAB.  Knowledge of PFMA, Treasury Regulations, Public Service Regulations.  Full computer literacy.  Good communication skill.  Driver’s license. 

DUTIES
:
Prepare budget and cost centre management, obtain and collect expenditure data from external and internal services.  Process expenditure data against the budget centres on all cost centres and its patient activities.  Provide EXCO and cost centre manager with cost accounting reports on monthly basis.  Monitor and Control the Banking of the Hospital Revenue.    Manage telephone bills. Maintain  and control relevant accounts.  Manage MVA matters. 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/195
:
PRINCIPAL PERSONNEL OFFICER (2 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/17

SALARY
:
R106 335 p.a.

CENTRE
:
Rob Ferreira Hospital; Themba Hospital, KaBokweni

REQUIREMENTS
:
National Diploma in Human Resource Management/Public Administration or a Senior certification with appropriate relevant experience. The following will serve as recommendations: a high level of computer literacy, good communication skills, valid drivers license, knowledge of Public Service Regulations of 2001 as amended, PSCBC Resolutions, Public Service Act of 1994, Basic Conditions of Employment Act, Government Employees Pension Law and procedures, PERSAL, Good organizing skills, Good planning and co-ordination skills, Supervisory skills, ability to interpret HR prescripts and apply them.

DUTIES
:
The incumbent of this post will be responsible to check and administer all conditions of service (leave, housing, medical aid, bonus, IOD, resettlement issues, long service awards, etc.). Deal with all terminations of service and resultant pension payments; provide advice to clients on HR matters. Writing of more complex letters and submissions. Provide monthly statistics and reports. Supervision of staff. Performance management and development of staff.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/196
:
CHIEF ADMINISTRATION CLERK (REVENUE) REFERENCE NO: DHSS-DPSA/OCTOBER/07/18

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital

REQUIREMENTS
:
Gr. 12 certificate.  Passing grades in Mathematics and Accounting.  Workable knowledge of the PFMA and Treasury Regulations.  Computer literate.  Good interpersonal relations and organizing skills. Knowledge of government financial administration.

DUTIES
:
Management of revenue, departmental telephone accounts and payment of patient accounts. Request of financial Reports (BAS). Writing of sub-ordinates PMDS reports.  

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/197
:
CHIEF ADMINISTRATION CLERK REFERENCE NO.: DHSS-DPSA/OCTOBER/07/19

SALARY
:
R106 335 per annum exclusive

CENTRE
:
Witbank TB Hospital

REQUIREMENTS
:
An appropriate three-year degree or Matric plus additional post Matric qualification with relevant experience. A valid driver’s licence.  Competencies: Knowledge of the PFMA, EEA, PSA and its regulations. Computer skills. The candidate should be acquainted with the MS Office, BAS, PERSAL and LOGIS. Experience in financial management will serve as a recommendation.

DUTIES
:
Perform a variety of administrative and personnel functions in the institution including compilation of MTEF and budget inputs for the directorate. Expenditure control. Processing and management of procurement related issues. Arranging and assisting with the planning of meetings, workshops. Compiling draft letters, reports, memos etc. Processing of claims including S&T, transport. Assisting with all administrative/managerial issues in the institution.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/198
:
CHIEF ADMINISTRATION CLERK (PATIENT ADMINISTRATION) (3 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/20

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital (2); Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 3 years experience and competencies in patients administration. Knowledge of PFMA, Batho Pele and PAAB will be an advantage. Computer Literate. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Management of patient records/ Archives / Statistics. Keeping of good filing system. Supervision and control in Admission office. Evaluation of staff reporting under the candidate. Compiling statistics. Handling of enquiries relating to patients.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/199
:
CHIEF ADMINISTRATION CLERK (PAYMENTS CAPTURING) REFERENCE NO: DHSS-DPSA/OCTOBER/07/21

SALARY
:
R106 335 p. a.

CENTRE
:
Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 3 years experience and competencies in finance and accounting. Working knowledge of Governmental Transversal Systems (BAS and LOGIS). Conversant with PFMA, Batho Pele, Treasury Regulations and Public Service Regulations. Developed Management skills. Good analytical skills. Knowledge of Cost Accounting is an advantage. Computer Literate. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Capturing of payment on BAS and LOGIS system. Responsible for S & T claims. Distribution of payments stubs to creditors control. Update outstanding monthly payments. . Keeping of good filing system. Supervision and control staff. Evaluation of staff reporting under the candidate. Compiling statistics. Handling of enquiries relating to payments.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/200
:
CHIEF ADMINISTRATION CLERK (REVENUE AND BILLING) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/22

SALARY
:
R106 335 p. a.

CENTRE
:
Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 4 years experience and competencies in patient’s accounts. Knowledge of PFMA, Batho Pele and UPFS will be an added advantage. Computer Literate. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Billing and releasing of private patients’ file (medical aid, PPR, SANDF). Sending private accounts for payments. Checking of cashier before and after banking. Making follow-ups of al outstanding debts. Compiling monthly reports. Creating journals. Assist patients with completion of credit management. Submission of road accident claims, injury on duty. Handling of enquiries relating to patients.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/201
:
CHIEF ADMINISTRATION CLERK (INFORMATION) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/23
SALARY
:
R106 335 p. a.

CENTRE
:
Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 4 years experience and competencies in information unit. Knowledge of DHIS. Ability to in MS Word, MS Excel as well as working knowledge of E-mail. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Co-ordinate implementation of systems in the institution. Ensure that all data is submitted to a central point in the institution. Co-ordinate the collection, verification, analysis, presentation and appropriate utilization of institutional Health and Management Information. Submit required data to district and provincial office. Facilitate and monitor the capturing of data into the computer. Compile monthly report.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/202
:
CHIEF ADMINISTRATION CLERK (AUXILIARY SERVICES) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/24

SALARY
:
R106 335 p. a.

CENTRE
:
Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 4 years experience and competencies in Auxiliary Services unit. Comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA. PFMA, Procurement policies and other applicable regulations and prescripts. Computer literacy. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Render an administrative support to the relevant sections. Assist with the development and implementation of policies. Overall control over dealing cleaning services, building maintenance, linen and laundry supply services. Responsible for the smooth running and excellent service in the sections i.e. mortuary, food services, security services and registry. Compile monthly report.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/203
:
CHIEF ADMINISTRATION CLERK (ASSET MANAGEMENT) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/25

SALARY
:
R106 335 p. a.

CENTRE
:
Embhuleni Hospital

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification coupled with 3 years experience and competencies in Asset control and property management unit. Knowledge of LOGIS and BAS will be a recommendation. Ability to work in MS Word, MS Excel as well as working knowledge of E-mail. A valid driver’s license. Knowledge of Public Finance Management Act, Treasury Regulation and Asset Management. Good interpersonal relations. Good communication skills. Prepared to work under pressure.

DUTIES
:
Co-ordinate and manage all assets of the institution. Implement and manage asset registers control inventory. Capture inventory and asset on LOGIS. Manage the disposal of redundant assets in accordance with the requirements of the Treasury Regulations and internal prescripts. Consult with management regarding determination of needs for accommodation.  Compile monthly report.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/204
:
CHIEF ADMINISTRATION CLERK (PROVISIONING) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/26

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital

REQUIREMENTS
:
Gr. 12 of equivalent qualification.  Two (2) years appropriate. Experience is required.  Computer literate. The following will serve as additional. Recommendation:  Knowledge of the Framework on Supply Chain Management; Treasury Regulations; Procurement and the General Conditions of Contracts. Good verbal and communication skills are essential; LOGIS.

DUTIES
:
The main function of the candidate will be Asset Management. The candidate will also be responsible to calculate preference Points in terms of the PPPFA and the Balanced Scorecard. Assist in the drafting of submission to the Department Control Committee in accordance with the procurement procedures. Debriefing of unsuccessful bidders after a contract has been awarded.  Compiling records / statistics on Black Economic Empowerment (BEE). 

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/205
:
CHIEF ACCOUNTING CLERK (BUDGETING) REFERENCE NO.: DHSS/ OCTOBER/07/27

SALARY
:
R106 335 p. a.

CENTRE
:
Standerton Hospital

REQUIREMENTS
:
A Senior Certificate or equivalent qualification. Computer Literate. Knowledge of:  Public Sector Finance, Financial Management System, Internal Control Practices. The following will serve as recommendations: Knowledge of PFMA, National Treasury Regulations and Provincial Treasury Regulations.

DUTIES
:
Maintain cash flow control over payment of creditors. Control of monthly ledger accounts. Requisition of funds from the Department on a monthly Basis. Capturing of budget for each financial year on the financial Management system (BAS), as well as the adjustment budget. Providing daily/monthly BAS reports to cost center managers and management.  Manage claim administration.  Management of cost centers

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/206
:
CHIEF ACCOUNTING CLERK – TB HOSPITALS (2 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/28

SALARY
:
R106 335 p. a.

CENTRE
:
Barberton, Witbank) TB Hospitals

REQUIREMENTS
:
A grade 12 and relevant experience in financial matters. An appropriate experience on Persal.  Knowledge of Transversal systems applicable in the Public Service will be an advantage. Verbal and written communication skills. Understanding of financial prescripts and computer literacy.

DUTIES
:
Ensure accurate processing of salary payments. Distribution of IRP certificates and pay slips.  Filing of all documents in respect of salaries. Ensure that pay sheets are certified by HR and sectional heads and records are kept at Salary Office. Recall of salaries from Head Office or Financial Institutions. Compiling and capturing of Sundry   payments and journals on BAS. Perform monthly reconciliation’s of payroll certificates/reports. Calculation of salary debts and debt letters   to Human Resource. Request to Head Office of new garnishee orders). Deal with S & T payments and codes for emolument Orders Maintenance and advances and request S & T detail reports on BAS.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/207
:
PRINCIPAL LAUNDRY MANAGER REFERENCE NO.: DHSS-DPSA/OCTOBER/07/29

SALARY
:
R106 335 p.a.

CENTRE
:
Bethal Hospital

REQUIREMENTS
:
Grade 12 and appropriate Laundry certificate. Minimum 3 years experience. Valid drivers license. Ability to work and operate machines and equipment. Knowledge of how to utilize detergents. Ability to perform routine tasks. Good communication skills (verbal and writing). Extensive knowledge of treasury regulations on PFMA. Computer literacy.

DUTIES
:
Manage laundry. Monitor the operation of various machines at laundry. Supervise personnel. Conduct and co-ordinate all in-house training in the laundry. Liaise with other institutions regarding linen flow. Participate in hospital management meetings and Decision-making. Do stock taking in the laundry. Purchase and control linen.  

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

POST 41/208
:
SENIOR PERSONNEL OFFICER – 3 POSTS) REFERENCE NO.: DHSS-DPSA/OCTOBER/07/30

SALARY
:
R68 955 p. a.

CENTRE
:
(Barberton, Standerton and Witbank) TB Hospitals

REQUIREMENTS
:
Relevant Bachelor’s degree or grade 12 certificate qualification and five years relevant experience. Ability to work under pressure. Computer literacy. Knowledge of legislative prescripts governing the public service. Thorough knowledge of the transversal systems and especially the PERSAL. Verbal and written communication skills. Good interpersonal relations.

DUTIES
:
Handle personnel and administrative matters such as appointments, termination of services, translation in rank, resettlement and transfers. Deal with PERSAL part of the establishment. Create and update leave accruals. Capture leaves forms. File leave forms, medical aid and pension-related matters.

ENQUIRIES
:
Ms. Charity Mhlanga Tel. No. 013 766 3424 

ANNEXURE S
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

APPLICATIONS
:
Human Resource Management, Kimberley Hospital Complex, Private Bag X 5021, Kimberley 8300

FOR ATTENTION
:
Mr E.K Mokgosi

CLOSING DATE
:
26 October 2007

NOTE
:
Applications must be submitted on z.83 form obtainable from any public service department, and should be accompanied by certified copies of qualifications and proof of registration if applicable.  Please forward your application, stating the reference number and the post for which you apply, to the undermentioned address. No faxed application will be accepted. All Applicants please note that should written notification not be Received Within Six (6) Weeks Of The Closing Date Of Post/S, it can be assumed that short listing, interviews and appointment/s have already been carried out.  all applicants are subject to security vetting. 

OTHER POST

POST 41/209
:
ADMIN CLERK GRADE II HEALTH INFORMATICS REFERENCE NO: HEALTH/KHC 204

SALARY
:
R49 665 – R57 663 Per Annum

CENTRE
:
Kimberley Hospital Complex

REQUIREMENTS
:
He/she must be in possession of a grade 10 or equivalent certificate with at least 2 years experience or a grade 12 certificate.  Must be computer literate.  Ability to maintain acceptable standards of accuracy on mundane, routine administrative tasks and never fails to meet deadlines for routine administration.  Ability to demonstrate work speed, correctness, quality and drive.  Ability to operate equipment at the required standard for an equipment operator.  To plan and prioritise work in accordance with the core business of the unit.  Knowledge of DHIS will be an added advantage.

DUTIES
:
The successful candidate will have the following responsibility/duties: The collecting and capturing of data.  He/she will be responsible for the compilation of weekly, monthly, quarterly and annual reports on key hospital indicators.  The collection of data for Early Warning system, National Tertiary Services grant data, Primary Health Care and Hospital Data set.  Facilitate the patient library services.  Co-ordinate and integrate the office duties and co-ordinate the Tele-Medicine suite.  Liase and network with customers and all the units to promote good relations and communication.  To maintain an organised and an efficiently stocked unit ensuring availability of adequate supply.  Manage and handle correspondence  within the unit to ensure proper management of information.  Create and maintain a proper recording and filing system.  Manage and coordinate the office effectively.  Utilise resources in a non-wasteful manner.  Any other duties incidental thereto.

ENQUIRIES
:
Ms M.E. Magabane Tel:  (053) 802 - 2331

ANNEXURE T
PROVINCIAL ADMINISTRATION: NORTH WEST

OFFICE OF THE PREMIER

APPLICATIONS
:
Applications must be forwarded for attention:  The Director General, Office of the Premier, Private Bag X129, Mmabatho, 2735.

CLOSING DATE
:
26 October 2007

NOTE
:
Applications must be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by certified copies of ID and detailed CV.  Please quote the relevant reference. Failure to submit the requested documents will result in your application not being considered.  Qualifications will be verified. It is the responsibility of the applicant to ensure that the foreign qualifications are evaluated by the South African qualification authority

OTHER POST

POST 41/210
:
ASSISTANT DIRECTOR



(Sub - Directorate: Human Resource Policy)

SALARY
:
R157 686 per annum

CENTRE
:
Mafikeng

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

DUTIES
:
Develop and review Provincial Human Resource policies and guidelines. Evaluate and monitor the implementation of the approved Provincial human resource policies by Provincial departments. Provide advice and guidance on the implementation of human resource legislations and guidance. Provide support service to the structures in the Cluster system through regular reporting on human resource related interventions. Manage performance and development of staff in terms of their Key Performance Areas. Render coordination service at Provincial level of the Policy and Procedure on Incapacity Leave and Ill – Health Retirement. Render human resource advisory service to provincial departments on the correct interpretation of human resource legislations and policies. Render coordination service at corporate level of National and Provincial HR related interventions.

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

ANNEXURE U
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF AGRICULTURE

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

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

FOR ATTENTION
:
Mr JH Jordaan

CLOSING DATE
:
31 October 2007

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

OTHER POSTS

POST 41/211
:
PRINCIPLE PERSONNEL OFFICER: /AGR/07/146


Programme:  Administration


Subprogramme:  Corporate Services

SALARY
:
R 106 335 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for appointment in this post is a Grade 12 Certificate with appropriate experience in a human resource administration environment ( The following will serve as recommendations:  ( proven knowledge and experience of general personnel administration ( proven knowledge of the Public Service Act, 1994 (as amended), Public Service Regulations 2001,Whitepapers, Collective Agreements, Core and the Public Service Regulatory Framework ( policy formulation and implementation ( proven analytical and innovative skills ( good communication skills in at least two of the official languages of the Western Cape Province (Afrikaans, English or Xhosa – written and verbal) ( proven ability to solve problems innovatively, work under pressure and to meet deadlines ( computer literacy in the MS Office Programmes (MS Word and MS Excel) ( proven organizational abilities and proven knowledge and experience of presentations, facilitation and assessment ( proven knowledge of PERSAL ( proven ability to provide training ( valid code B driver’s license and willingness to travel.

DUTIES
:
assume the responsibilities of section supervisor ( accept responsibility for the execution of assigned tasks relating to general administration for example, recruitment, selection, appointments, leave, pensions, service terminations, injury on duty, housing allowances, financial functions, etc. ( execute departmental policies ( advise managers and employees on human resource matters and compose advising structures ( represent the Department on relevant forums ( render administrative support to line functionaries ( compile submissions ( handle correspondence and enquiries ( distribution of information to all personnel ( maintaining and updating of a database.

ENQUIRIES
:
Ms MJ Agenbag at  021 808 5046

DEPARTMENT OF EDUCATION

The Western Cape Education Department is an equal opportunity, affirmative action employer committed to service delivery. It is the intention to promote employment equity with the filling of this/these post/s.

APPLICATIONS
:
Please forward your application, quoting the relevant post number, to: The Recruitment Officer, Private Bag X 9183, Cape Town, 8000.

CLOSING DATE
:
26 October 2007

NOTE
:
An indication by applicants with regard to their group designation and/or certified disability will expedite the processing of applications. Excess staff on the same level, will receive preference, if they meet the post requirements. Applications must be submitted on form Z 83, obtainable from any Public Service Department and must be accompanied by a recent updated CV with three referees, certified copies of all qualifications and identity document (per application, should you apply for more than one post).  Failure to submit the requested documents will result in the application not being considered. The post number and name of the post must be indicated on your application. No application will be considered without it. Applications may also be hand-delivered directly to the WCED Offices (Head Office) at Grand Central Towers, Cape Town.  Applications delivered in this manner must be placed in the internal mailbox marked “PUBLIC SERVICE STAFF”.  This internal mailbox is placed at Client Services on the second floor.  Under no circumstances must applications be handed directly to any official of the WCED. Applications must be received on the closing date.  Please make provision for timeous delivery if applications are mailed. No late, faxed, couriered or late applications will be accepted or considered.  You should receive an acknowledgement of receipt of your application within fourteen days after the closing date. NOTE: CV’s and supporting documents will not be returned.  Note: It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the WCED.

OTHER POST

POST 41/212
:
DEPUTY DIRECTOR: ADMINISTRATION (SKILLS DEVELOPMENT FACILITATOR)



Directorate: Internal Human Capital Development



Sub-directorate: Implementation Management

SALARY
:
R311 358 per annum inclusive of benefits.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
The minimum qualification requirement for this position is an appropriate Bachelor’s Degree or equivalent qualification with appropriate experience in human resource development, knowledge of the education system and experience in management; A driver’s licence is required and the successful candidate must be willing to travel. Competencies: Knowledge: Knowledge of the National Qualification Framework and the National Skills Development strategy; Knowledge of the processes, methods and techniques of HR development, as well as relevant legislation and Project Management. Skills: Computer literacy (MS Word, Excel, Power Point); Good written and verbal communication skills in at least two of the three official languages of the Province (Afrikaans, English, isiXhosa); Management and supervisory skills; Leadership skills; Strategic thinking; Presentation skills; Sound organising and planning skills; Facilitation/Training skills and Report Writing. Personal attributes: Good interpersonal skills and Self-motivated. Note: Applicants may be subject to competency assessment testing

DUTIES
:
Manage and co-ordinate the implementation of the Human Capital Development Strategy of the WCED by: Managing the implementation of the Skills Development Act in the WCED; Representing the WCED in SETA structures; As the Skills Development Facilitator of the WCED, manage and maintain Skills Development Infrastructure. Manage also the following: All the phases from drafting to the implementation and evaluation of the Workplace Skills Plan; Learnership programmes and bursary schemes;  Employee Induction Programme; Database (Training Administrative System) to record, analyse and report on progress made with regard to the achievement of outcomes; Claims and procurement system for training and development; Training budgets allocated to the various portfolios of the sub-directorate; Quality Assurance System for training and development; The impact assessment of training and development interventions; Website of the Directorate: Internal Human Capital Development; Staff performance and development system for the staff of the Sub-directorate: Implementation Management. 

ENQUIRIES
:
Mr ED Kirsten, Tel. (021) 467 2557.

DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

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

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

FOR ATTENTION
:
Ms L Reid

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

MANAGEMENT ECHELON

POST 41/213
:
DIRECTOR: LAW ENFORCEMENT AND LEGAL ADMINISTRATION NO: C/07/003



Chief Directorate: Environmental and Management Planning 
SALARY
:
All inclusive package of 502 725 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
An appropriate recognized postgraduate LLB qualification, or equivalent plus training in management practices, and extensive appropriate management experience ( ability to think and operate strategically, innovatively and at the cutting-edge of legislative initiatives.  Recommendations: Appropriate high level management skills ( sound experience and the necessary communication skills to liaise with politicians, municipalities, the private sector and consultants as well as community groups and civil society ( comprehensive knowledge and experience of applicable legislation and systems in the national, provincial and municipal spheres ( proven knowledge of law enforcement and legal support services ( proven knowledge of strategic management ( thorough understanding and application of performance management and setting target ( thorough knowledge and experience in financial management ( thorough knowledge of human resource management.

DUTIES
:
The incumbent will control and manage the activities within the Directorate: Law Enforcement and Legal Administration, including the following duties: ( managing investigations likely to result in criminal proceedings ( managing criminal proceedings on behalf of the Department ( managing reporting and information systems and databases ( networking and building relationships ( building provincial criminal enforcement capacity ( external liaison on enforcement matters ( legal support services ( ensure and oversee strategic business planning (operational, financial and HR management).

ENQUIRIES
:
Ms D Elford, Tel (021) 483-2723 

CLOSING DATE
:
02 November 2007

OTHER POSTS

POST 41/214
:
GIS WEB CONTENT FACILITATOR: INFORMATION SERVICES - REFERENCE NO: F/07/030



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

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a Tertiary Qualification (National Diploma or Higher Diploma (T/N Stream), B Tech Degree or Degrees Information Systems as major requirements with appropriate working experience in Geographical Information Systems field ( knowledge of Geographical Information Systems (GIS) and Data Management, specifically Arcview and ArcGIS  ( knowledge of GIS Web-enabling software and architecture ( knowledge of Website technology practices (e.g. HTML, Photoshop, CorelDraw) ( cartographic and Web graphic and design skills ( research and project management skills ( sound interpersonal skills ( written and verbal communication skills in at least two of the three official languages of the Western Cape ( computer literacy in MS Office Suite ( a valid driver’s license.

DUTIES
:
Maintaining the departmental GIS Data Server ( maintenance of GIS Data Server infrastructure and directories for data storage, querying, retrieval and back ups ( provide guidance to maintain Data Server functionality ( provide access by assigning user accessibility levels and create security protocols ( maintain spatial data integrity according to norms, standards and projections ( scrutinize the capturing, cleaning, editing and updating of spatial data before populating the Data Server ( investigate, research and report on new technological developments in the GIS Data Server environment ( co-ordinate inputs to the Cape Gateway Portal by being the nodal point for web page content and maintenance ( undertake Web graphic design and research of  new technology advances ( align web content to Provincial content guidelines and standards ( maintain the Departmental GIS Website by undertaking and outsource web toll design ( manage on-line data and databases ( facilitate linkages to other websites ( explore, research and implement new GIS Website technology trends ( provide user/client support and provide and effective web reporting facility. 

ENQUIRIES
:
Mr L Fouche, Tel (021) 483-3688

CLOSING DATE
:
05 November 2007

POST 41/215
:
ADMINISTRATIVE OFFICER: LEGISLATION DEVELOPMENT AND ADMINISTRATION - REFERENCE NO: F/07/027



Directorate: Law Enforcement and Administration
SALARY
:
R106 335 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B. degree (or equivalent qualification) OR Senior Certificate (Grade12), plus extensive experience. Recommendations: ( knowledge of applicable policies, legislation, guidelines, standards, procedures and best practices ( ability to interpret legislation ( ability to take initiative ( sound analytical, organizational and interpersonal skills ( good communication skills in at least two of the three official languages of the Western Cape ( good interpersonal skills ( supervisory experience ( good knowledge of filing systems ( computer literacy in MS Word, Excel, PowerPoint, Internet and GroupWise ( experience in matter regarding human resources, financial and budget management.

DUTIES
:
The successful candidate will be responsible for rendering administrative support service to the Directorate: Law Enforcement and Administration, which entails the following duties: ( file management ( media monitoring for the directorate ( act as secretariat in different meetings ( control telephone accounts ( act as co-ordinator process legal fees, sundry payments and subsistence and travel payments ( process procurement matters for the directorate ( circulation of provincial and government gazettes applicable to the Department ( handle leave issues ( handling enquiries relating to the Directorate ( maintenance of database relating to the status of cases received ( drafting of submissions. 

ENQUIRIES
:
Ms F Abrahams, Tel (021) 483-8779

CLOSING DATE
:
05 November 2007

POST 41/216
:
SECRETARY - REFERENCE NO: G/07/018


Directorate: Law Enforcement and Administration
SALARY
:
R68 955 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is a Senior Certificate (or equivalent qualification) with typing as a passed subject or any other typing training course/qualification plus experience as a Secretary. Recommendations: ( a Diploma in Secretarial Studies ( knowledge of office administration ( full computer literacy (MS Word, MS Excel, MS Office and MS PowerPoint) ( excellent  organizational and planning abilities ( good communication skills in at least two of the three official languages of the Western Cape (English, Afrikaans, Xhosa) ( ability to deal with sensitive matters ( telephone etiquette and good interpersonal skills ( meeting skills ( ability to work under pressure and irregular hours from time to time if requested.

DUTIES
:
Managing the office of the Director ( answering the telephone and making calls ( all computer typing ( arranging meetings and schedule appointments ( arranging workshops, conferences and strategic sessions ( drafting letters, memos and notes for the Director ( making travel and accommodation arrangements and submit expenditure claims ( receiving visitors ( booking venues for meetings and arrange refreshments ( managing and maintaining filing system ( tracing files and documents ( making photocopies and ordering stationery, equipment, cartridges, etc and processing of payments thereof ( capturing documentation received on electronic database and dispatching work ( serving tea/coffee, etc. ( responsible for petty cash ( amending of codes/directives ( other tasks as directed by the 

ENQUIRIES
:
Mr M Gordon, Tel (021) 483-3966

CLOSING DATE
:
05 November 2007

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

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

OTHER POSTS

POST 41/217
:
SENIOR SPECIALIST (PAEDIATRIC GASTROENTEROLOGY)
SALARY
:
Remuneration package: 369 000 per annum (a portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

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

REQUIREMENTS
:
Registration or registerable with the Health Professions Council of South Africa as Specialist Paediatrician. Appropriate experience in Paediatric Gastroenterology. Experience in Endoscopy. Recommendations: Experience in colonoscopy, gastrointestinal biopsy, sclerotherapy, variceal banding and liver transplantation. Good communication skills. The ability to function within a team environment.

DUTIES
:
Share in the provision of a specialised Paediatric Gastroenterology Service, including hepatology, cystic fibrosis and clinical nutrition. Teach under- and post-graduate students in Paediatric Gastroenterology and General Paediatrics.  Perform appropriate clinical and operational research. Share in the clinical supervision and administration of general paediatric wards. Share in outreach and support of secondary level facilities. The above-mentioned duties are applicable to and extend across the platform of a tertiary provincial service.
ENQUIRIES
:
Prof G Swingler, tel. no. (021) 658-5324

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

FOR ATTENTION
:
Mr GH van Rooyen

CLOSING DATE
:
2 November 2007

POST 41/218
:
ADMINISTRATIVE OFFICER: INFORMATION MANAGEMENT


(West Coast/Winelands Region)

SALARY
:
R106 335 per annum.

CENTRE
:
Vredenburg Hospital, Vredenburg

REQUIREMENTS
:
Senior (or equivalent) Certificate. Appropriate experience.  Valid driver’s licence. Advanced computer literacy including MS Office.Ability to communicate in two of the three official languages of the Western Cape. Recommendations:  Understanding the Ditcom process. Knowledge and experience in current Department systems. Good interpersonal relationships. Training skills. Ability to work under pressure and independently.

DUTIES
:
Co-ordinate all health statistics in Sub-district (Hospital and Clinics). Data verification and submission to Regional Information Office in prescribed format, within set time frames and according to the Information Management Policy. Responsible for health information management training to hospital and sub-district staff. Monitoring of data trends in sub-district staff. Participation in sub-district health information co-ordinating activities. Provide regular reports to Hospital and district management.

ENQUIRIES
:
Ms M van Vuuren, tel. no. (022) 709-7281.

APPLICATIONS
:
The Senior Medical Superintendent, Vredenburg Hospital, Private Bag X3, Vredenburg, 7380.

FOR ATTENTION
:
Mr M Martin

CLOSING DATE
:
9 November 2007

POST 41/219
:
PHARMACIST’S ASSISTANT (LEARNER BASIC/BASIC/POST-BASIC)

SALARY
:
R49 665 per annum (Pharmacist’s Assistant Learner Basic) R 58 290 per annum (Pharmacist’s Assistant Basic) R 68 995 per annum (Pharmacist’s Assistant Post-Basic)
CENTRE
:
Red Cross War Memorial Children’s Hospital, Rondebosch

REQUIREMENTS
:
Proof of current registration with the South African Pharmacy Council as Pharmacist’s Assistant: Learner Basic/Basic/Post Basic. Willingness to under Pharmacist’s Assistant Basic/Post Basic training and to be registered as a Basic/Post Basic Pharmacist’s Assistant. Knowledge of laws relating to pharmacy. Computer literacy. Senior (or equivalent) Certificate. Recommendations: The ability to function within a group and maintain good interpersonal relationships. The ability to work accurately under pressure and perform routine tasks. Previous work experience in a Pharmacy environment. Basic understanding of stock control.

DUTIES
:
Assist with effective provision of pharmaceutical products in a hospital pharmacy. Assist with the compounding, manipulation or manufacturing of a non-sterile medicine or scheduled substance. Assist with the efficient packaging/re-packing and pre-packing of medicines. Assist with control and distribution of pharmaceutical stock to wards, clinics or other areas from stock replacement including assistance with stock taking. Support and assist the Pharmacy Manager with data capturing, record-keeping, statistic gathering, information provision and the daily running of the pharmacy department including dealing with queries on pharmacy matters.

ENQUIRIES
:
Ms EE Gordon-Graham, tel. no. (021) 658-5031

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

FOR ATTENTION
:
Mr GH van Rooyen

CLOSING DATE
:
7 November 2007

PROVINCIAL TREASURY

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

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

MANAGEMENT ECHELON

POST 41/220
:
SENIOR MANAGER: INTERNAL AUDIT REF NO. WCPT 22/01/07


Directorate Internal Audit

SALARY
:
R502 721 per annum (Level 13) (including basic salary (60% of package)), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs).

CENTRE
:
Cape Town

REQUIREMENTS
:
Minimum qualification requirements:   • Appropriate B-degree  • At least 6 years relevant management experience.  Managerial responsibilities:  • Human resource management:  as required by the Public Service Act 1994 as amended, Public Service Regulations and Collective agreements.  • Financial management: application of the Public Finance Management Act and related legislation.   •Supply Chain Management:  Procurement and Provisioning within the component.  Required knowledge, skills and competencies:  • Auditing standards and procedures  • Needs and priorities of stakeholders  • Planning and organising  • Project Management  • Management skills  • Organising skills  • Research skills  • Policy formulation  • Decision-making and problem solving skills  • Planning and co-coordinating skills  • Change and diversity management  • Conflict management  • Exceptional creativity to develop new methods/policy/ strategy/leadership  • Interviewing skills  • Coaching and training skills  • Computer skills.  Personal attributes:  • Independence  • Innovative  • Objectivity  • Professionalism  • Display team work.

DUTIES
:
To manage the rendering of an internal audit service to a cluster of departments by: •Managing a team of professionals and service providers, directly or indirectly, that are necessary to perform and deliver services in accordance with the approved requirements and prioritised needs relating  to client services: -Ensure quality control. -Ensure that the expense structure remains within the budget. -Ensure effective capacity management and planning to meet business demands relating to services. -Liaison with client departments. •Compile an audit coverage plan and three year roll out plan for each department in the cluster. Agree to the plans with the Accounting Officer of the department and obtain Audit Committee approval for audit plans. •Preparing a strategic plan for the cluster taking technical, human resource, administrative and financial aspects into consideration. •Liasing with Audit Committees. Report periodically to the audit committee and relevant accounting officers and senior managers on the internal audit performance relative to its plan. •Managing long-term strategic risk based audit plans based on cluster specific audit plans. •Developing and implementing internal audit methodology. •Monitoring service level agreements and client satisfaction surveys. •Marketing and communication of service. •Co-ordinate audit committees •Assuming responsible for internal audit best practices data-base. •Developing internal audit tools

ENQUIRIES
:
Dr JC Stegmann  ( (021) 483-3749.

APPLICATIONS
:
Applications must be submitted to: The Senior Manager:  Human Resource Management, 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
:
26 October 2007

PROVINCIAL GOVERNMENT

The Western Cape Provincial Government is an equal opportunity employer and geared to providing services efficiently and effectively. Join the top team of the Western Cape Provincial Government and contribute towards our commitment to ensuring people-oriented service delivery, a better quality of life for all, creation of work, the  fight against poverty and the promotion of the ikapa elihlumayo provincial growth and development strategy, in creating a “Home for All” in the Western Cape

APPLICATIONS
:
Applications must be forward to:  The Chief Director: Performance Management, PO Box 659, Cape Town, 8000, Room 5:11, 4 Dorpstreet Cape Town).

FOR ATTENTION
:
Mr DJ Erasmus

CLOSING DATE
:
9 November 2007

NOTE
:
General Information: As Head of Department the person appointed to this position will be responsible/accountable for the duties as Accounting Officer in terms of the Public Finance Management Act, 1999 (Act No 1 of 1999). The appointment will be subject to the conclusion of an annually renewable Performance Agreement, in terms of which the person appointed to this position future incentives will be determined. He/She will be required to disclose his or her financial interest in accordance with the prescribed regulation and form. He/She must also be prepared to undergo a process of security clearance. Applicants may be subject to competency assessment testing.  Applications must be submitted on a Z83 form, and should be accompanied by certified copies of qualifications, a comprehensive Curriculum Vitae and a certified copy of his/her ID document. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Province.

MANAGEMENT ECHELON

POST 41/221
:
HEAD OF DEPARTMENT: ECONOMIC DEVELOPMENT AND TOURISM REFERENCE NR:  HOD 2


(Three to Five-year contract appointment)

SALARY
:
All-inclusive remuneration package: R717 045 per annum: This is a flexible remuneration package which includes a basic salary 13th cheque, car allowance, medical assistance and pension fund contribution plus a 10% non-pensionable Head of Department allowance. (The package can, within applicable rules, be structured according to the individual’s needs)

CENTRE
:
Cape Town

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate tertiary qualification and extensive proven managerial experience of a large organisation. Candidates in possession of an appropriate post-graduate qualification will receive preference. This is a top-level managerial position within the Western Cape Provincial Government and would suit candidates with proven strategic leadership, organizational (and people) management, communication (written and verbal), analytical and advanced project management skills. Ability to develop partnerships is vital. Ability to provide vision, set organisational direction and to inspire others to deliver on the organisational mandate.  Candidates must have a proven track record of leading change management initiatives and applying innovative thinking.  Ability to lead and manage a large organisation.  Proficiency in people and financial management. Specific Qualifying Requirements: Knowledge regarding the Department’s constitutional mandate and the relevant policies, legislations and its relationship with national and local governments, civil society and other stakeholders. Excellent knowledge and understanding of the economy and the tourism industry in the Provincial, National and global perspective. A general understanding of the infrastructure required for the development and growth of the economy and tourism in the Province as it relates to the National perspective. Have extensive practical and current international experience in terms of Trade and Industry matters.

DUTIES
:
The person appointed to this position will have as her/his core responsibilities the effective and efficient management and administration of a Provincial Department, including the following key performance areas:  Lead the policies, programmes and activities of the various components of the Department, in alignment with National and Provincial polices and programmes, as well as with partner departments and public entities (internal and external). Ensure the efficient, economic and effective use of resources. In pursuit of the above, ensure a workable organisation, human resource plan, service delivery improvement programme as well as an information resource plan. Key Performance Areas: Ensure the promotion of an environment conducive to rapid and sustainable growth, which will result in a competitive and growing economy for the equitable benefits of all the inhabitants of the Western Cape. Promotion of the Western Cape as a world-class tourist destination and introducing strategies to open the sector to all communities. Managing the transition from macro economic stability to a micro economic reform strategy to attain the socio economic objectives of economic development and tourism throughout the Province. The effective execution of the Public Sector Transformation and Restructuring process and the Batho Pele programme.

ENQUIRIES
:
Ms VL Petersen at telephone number (021) 483-6036.
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