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DATE OF ISSUE: 23 NOVEMBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 47 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 in the filling of vacancies, to employees who have been declared in excess 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/Provincial 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 21 DECEMBER 2007
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ANNEXURE A
DEPARTMENT OF DEFENCE

This Department is an affirmative action/equal opportunity employer. Disabled employees are especially invited to present their candidature.
NOTE
:
Important note to all applicants: 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. With regard to the minimum requirements in the advertisements, the following information is presented: 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 47/01
:
ASSISTANT DIRECTOR REPORTS MANAGEMENT



Policy and Planning Division, Chief Directorate Strategic Management (Directorate Planning and Programming)
SALARY
:
R196 815 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
RVQ 13 in management sciences, strategic studies or related field (Preferable).  Applicants with prior learning, either by means of experience or alternative courses may also apply.  A post graduate qualification in economics and financial management or Public Administration will be a strong recommendation.  The minimum practical experience of 3 years in the development and implementation of corporate strategy and accompanying monitoring and evaluation systems and processes will be an advantage. Special requirements (skills needed): Good communication, negotiation and writing skills. Understanding of relevant Acts, Regulations and Policies pertaining to strategy, reporting and administration within the public sector. Knowledge of government wide monitoring and evaluation system design and implementation. Sound understanding of latest developments pertaining to strategic planning, risk management, co-ordinating, monitoring and control of resources. Lateral thinker with excellent analytical, numerical, report writing, project management and financial skills. Excellent demonstrable end-user computer skills in Excel, Access, PowerPoint etc. Programme and Project Management skills. Must be able to function under pressure and against tight deadlines. Experience in dealing with management, planning or strategic issues at least at Divisional level (Level 2)/ branch level in the Public Service, in policy-writing and participation in strategic planning, and reviews at corporate level will be an advantage. Must be able to obtain a successfully comply with the security clearance processes of the Department of Defence.

DUTIES
:
Design and configure the DOD reporting systems and processes in line with the evolving applicable policies and regulatory frameworks. Compile and issue guidelines and instructions on the content, formats and management of the Annual and Quarterly Reports for the Policy and Planning Division, the Defence Secretariat and the DOD.  Ensure implementation of instructions issued by the Chief of the SANDF, Secretary of Defence and the Minister of Defence in respect of reports from the department. Conduct due diligence on submissions made for Annual and Quarterly reports and issue the appropriate determinations. Follow-up on weakness and challenges identified by the Services/Divisions in the previous reports, and confirm performance or progress on instructions that may have been issued by the Secretary for Defence, Chief of the SANDF and the Minister of Defence. Act as a nodal point for reporting requirements for the Policy and Planning Division, the Secretary for Defence and the DOD. Liaise and interact with DOD stakeholders on the reporting guidelines as may be issued from time to time.  Assist in identifying training requirements for the planning and reporting staff in the DOD. Assist in developing and updating administrative instruments for quarterly and annual reporting. Liaise with relevant DOD stakeholders which include National Treasury and the Office of the Auditor-General) regarding amendment of reporting system. Develop and manage a reliable operations, knowledge and information management system as well as tracking system with regards to the reporting function. Conduct trend analysis on the impact of corrective actions implemented with regards to Quarterly reporting and furnish such reports as may be required. Continually promote alignment of report generation processes with the needs of the stake holders as well as the applicable Strategic Planning and reporting tool. Contribute to building a high performing, results oriented and dependable and innovative team of the Directorate, the Policy and Planning division, the Secretary for Defence and the DOD. Provide the necessary administrative, professional support and expert advice to the Chief of Policy and Planning and the Secretary for Defence to promote economic, effective, efficient, and equitable appropriation, utilisation of resources and accounting thereof within the DOD. Implement strategies aimed at educating and informing stakeholders on the DOD products and services focused on high quality reliable, valid and auditable performance reports

ENQUIRIES
:
Ms N Ntsaluba (012) 355 6999

APPLICATIONS
:
Maj D.N. Schoeman, Department of Defence, D HR Acquisition, Private Bag x281, Pretoria, 0001 or be hand delivered to Gen Piet Joubert Building, 218 Visagie Street.

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

POST 47/02
:
SENIOR ADMINISTRATIVE OFFICER



Policy and Planning Division (Directorate Conventional Arms Control
SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
NQF Level 5-6 Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, communication (verbal and written)-, organising-, problem solving-, interpersonal relations- and analytical thinking skills. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Deliver effective and efficient administrative support to the Directorate through procurement of equipment. Manage the inventory and supervise in and outflow of correspondence. Assist Director in the management of financial resources allocated to the Directorate. Process all applications for Armaments Manufacturing, Development and Services Permits according to laid down processes and procedures. Prepare applications/checklist for departmental review. Interact with defence industry and review departments on the registration of companies. Prepare for signature reviewed permits. Ensure information relating to the registration of companies is kept according to the required level of confidentiality. Ensure the database (both physical and IT based) relating to company registration is kept in efficient form. 
ENQUIRIES
:
Mr S.D. Dladla, Tel: (012) 355 5216

APPLICATIONS
:
Director Conventional Arms Control at the Armscor Building Block1 Level 5 or Department of Defence, Directorate Conventional Arms Control, Private Bag X910, Pretoria, 0001. 

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

POST 47/03
:
ARTISAN SUPERINTENDENT (ARMAMENT FITTER)



The post is advertised in the DOD and broader Public Service.
SALARY
:
R132 054 per annum

CENTRE
:
SA Naval Armament Depot, Simon’s Town

REQUIREMENTS
:
3 Year Tertiary Qualification (e.g. National Diploma (T/N/S Stream), National Higher Diploma, or equivalent) (NQF Level 6) or Trade Test in terms of section 13(2) (h) of the Manpower Training Act or Certificate in terms of section 28 or 30 (or the repealed section 27 of the said Act) or departmental trade test. Qualification (tertiary/trade test) to be in munitions (ammunition and explosives) field. Competencies required: In-depth knowledge of ammunition and explosives. Knowledge of inspection for serviceability and condition. Knowledge of packaging and marking of ammunition and explosives. Knowledge of ammunition and explosives safety regulations and standards. Knowledge of bulk demolition of ammunition and explosives. Ability to inspect ammunition, explosives and non-explosive components and conduct repairs and maintenance. Sentencing of ammunition and explosives. Supervision-, management- and leadership skills.  Proven ability to communicate effectively (written and verbal) in English at all levels and to compile documentation. Ability to work under pressure and meet target dates. Planning-, organising-, problem solving-, reasoning-, mathematical- and inter personal skills in a technical environment. Rendering advice and guidance and in-house training to junior artisans and apprentices. Knowledge of safety standards. *Note: Trade test or equivalent 
DUTIES
:
Supervise the maintaining of ammunition. Dismantling/assembling of ammunition. Sentencing of ammunition. Perform administrative duties. Providing advice regarding Munitions Books of Reference. Ammunition and explosive disposal through demolition practices. Manage and supervise armament fitters.
ENQUIRIES
:
Cdr M. van Zyl, Tel: (021) 787 5612

APPLICATIONS
:
Ms A.M. Kau, SA Navy, Fleet Command HQ, Private Bag X1, Simon’s Town, 7995

FOR ATTENTION
:
Cdr M. van Zyl

CLOSING DATE
:
17 December 2007 Applications received after the closing date and faxed copies will not be considered).

POST 47/04
:
ARTISAN SUPERINTENDENT (MECHANICAL FITTER)



The post is advertised in the DOD and broader Public Service.
SALARY
:
R132 054 per annum

CENTRE
:
SA Naval Armament Depot, Simon’s Town

REQUIREMENTS
:
3 Year Tertiary Qualification (e.g. National Diploma (T/N/S Stream), National Higher Diploma, or equivalent) (NQF Level 6) or Trade Test in terms of section 13(2) (h) of the Manpower Training Act or Certificate in terms of section 28 or 30 (or the repealed section 27 of the said Act) or standardised departmental trade test. Qualification (tertiary/trade test) to be in a mechanical engineering field. Extensive experience in the mechanical field, particularly in weapons, will be an advantage. Competencies required: Knowledge of machinery and equipment. Knowledge of guided weapons systems (torpedoes and missiles), sea mines and torpedo countermeasures. Knowledge of safety standards.  Leadership-, management- and supervision skills. Proven ability to communicate effectively (written and verbal) in English at all levels and to compile documentation. Ability to work under pressure and meet target dates. Planning-, organising-, problem solving-, reasoning-, mathematical- and inter personal skills in a technical environment.

DUTIES
:
Supervise guided weapon maintenance. Conduct guided weapon sentencing and defect investigations. Supervise workshop personnel and work output. Ensure in-house training. Assisting in budget requirements. Providing advice regarding Munitions Books of Reference. Controlling of stores and spares. Ensuring safety standards are maintained. Perform administrative tasks.

ENQUIRIES
:
Cdr M. van Zyl, Tel: (021) 787 5612

APPLICATIONS
:
Ms A.M. Kau, SA Navy, Fleet Command HQ, Private Bag X1, Simon’s Town, 7995

FOR ATTENTION
:
Cdr M. van Zyl

CLOSING DATE
:
17 December 2007. Applications received after the closing date and faxed copies will not be considered).

POST 47/05
:
ARTISAN FOREMAN: ELECTRONICIAN



The post is advertised in the DOD and broader Public Service

SALARY
:
R106 335 per annum

CENTRE
:
SA Navy: Radio Station Goedverwacht, Fleet Command HQ, Durbanville.

REQUIREMENTS
:
An appropriate Electronics Trade Test in terms of section 13(2)(h) of the Manpower Training Act or Certificate in terms of section 28 or 30 (or the repealed section 27 of the said Act) or standardised departmental test with N3 Electronics or equivalent. Competencies required: Diagnostic ability (fault find to component level and effect repair). Knowledge of Thermionic Emission principles. Proven ability to communicate effectively (written and verbal) in English at all levels and to compile documentation. Leadership-, supervision- and management skills. Ability to work under pressure and meet target dates. Planning-, organising-, reasoning-, mathematical-, inter personal- and problem solving skills in a technical environment. Interpreting job requirements from instructions, drawings, samples and templates. Ability to operate test equipment and applicable machinery. Rendering advice and guidance and in-house training to junior artisans and apprentices. Adhering to all safety and quality regulations. Knowledge of safety standards. Note: Own transport will be required. Must be able to work in an underground location with mechanical air and lighting. Member will be required to perform shift work and overtime (days, night and weekends). Note: *Statutory requirement apply.
DUTIES
:
Maintain and repair communications equipment their peripherals. Implement corrective action to essential equipment when required (diesel generators, power distribution, air cooling systems, etc). Supervise contactor’s work.
ENQUIRIES
:
Mr D. Francis, Tel: (021) 787 2480

APPLICATIONS
:
Ms A.M. Kau, SA Navy, Fleet Command HQ, Private Bag X1, Simon’s Town, 7995

FOR ATTENTION
:
Mr D. Francis

CLOSING DATE
:
17 December 2007 Applications received after the closing date and faxed copies will not be considered).

POST 47/06
:
ARTISAN FOREMAN: PAINTER



The post is advertised in the DOD and broader Public Service.
SALARY
:
R106 335 per annum

CENTRE
:
SA Navy: Fleet Maintenance Unit, Simon’s Town

REQUIREMENTS
:
Appropriate Trade Test in terms of section 13(2) (h) of the Manpower Training Act or Certificate in terms of section 28 or 30 (or the repealed section 27 of the said Act) or standardised departmental trade test. Experience in a maritime painting environment will be an advantage. Competencies required: Proven ability to communicate effectively (written and verbal) in English at all levels and to compile documentation. Ability to work under pressure and meet target dates. Planning-, organising and problem solving skills in an manufacturing environment. Reasoning-, inter personal- and mathematical skills. Ability to read and understand technical drawings-, ship terminology-, knowledge of marine environment and applicable systems. Interpreting job requirements from instructions, drawings, samples and templates. Knowledge of safety standards. Rendering advice, guidance and in-house training to junior artisans and apprentices.  Ability to operate computerised signage system, spraying equipment, routine maintenance on equipment used.  Ability to obtain a military/Valid Code 8 (code B) driver’s license. Ability to plan for activities and resources. Ability to supervise decoration finishing or refurbishing of surfaces. Ability to keep up with ongoing modern technology wrt computer generated signage. Ability to set out work wrt conventional hand-painted signs. Ability to use different types of fonts for special sign writing. Basic skills in “gold leafing” (optional). Exercising innovation and creativity in designing. Leadership-, supervision- and management skills. Note: *Statutory requirement apply. *Note: Trade test or equivalent 
DUTIES
:
Perform sign writing and painting work. Interpret technical drawings and work dossiers. Use and order miscellaneous stores. Provide a factual advisory service. Maintain a safe working environment. Supervise and train subordinates and trainees.

ENQUIRIES
:
For attention: WO1 R. Volkwyn, Tel: (021) 787 4244

APPLICATIONS
:
Ms A.M. Kau, SA Navy, Fleet Command, Private Bag X1, Simon’s Town, 7995

FOR ATTENTION
:
WO1 R. Volkwyn

CLOSING DATE
:
17 December 2007 Applications received after the closing date and faxed copies will not be considered).

POST 47/07
:
PRINCIPAL DRIVER OPERATOR: HARBOUR SUPPORT SERVICES



The post is advertised in the DOD and broader Public Service.
SALARY
:
R68 955 per annum

CENTRE
:
Naval Base Simon’s Town

REQUIREMENTS
:
NQF 1 (ABET Level 1 - 4). Driver’s License with Code 11 and valid PDP. Applicants with prior learning, either by means of experience or alternative courses may also apply, where such prior learning has been formally accredited by an approved institution. Familiarity with various vehicles will be an advantage. Appropriate experience in driving heavy duty vehicles will be a recommendation. Competencies required: Basic Mechanical knowledge. Fault finding. Proven ability to communicate effectively (written and verbal) in English at all levels. Ability to work independently. Basic proficiency in MS Office packages. Knowledge of various types of vehicles and all relevant administrative functions regarding the effective use of vehicles. Plan-, organize- and problem solving skills in a logistic environment. Strong inter personal relations skills. Knowledge of security regulations. Note: Statutory requirement apply. Driver’s License with Code 11 and valid PDP.

DUTIES
:
Conveying of dieso by road tanker. Conveying of Avcat. Towing of dirty oil/water bowsers. Conveying of sewage with road tankers. General duties.
ENQUIRIES
:
WO 1 P. Riettels, Tel: (021) 787 3923

APPLICATIONS
:
Ms A.M. Kau, SA Navy, Fleet Command HQ, Private Bag X1, Simon’s Town, 7995

FOR ATTENTION
:
WO 1 P. Riettels

CLOSING DATE
:
17 December 2007 Applications received after the closing date and faxed copies will not be considered).

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

The National Department of Environmental Affairs and Tourism is an equal opportunity, affirmative action employer. It is our intention to promote representivity (race, gender and disability) in the Department through the filling of this post and candidates whose appointment /promotion/transfer will promote representivity will receive preference.
APPLICATIONS
:
to the Director-General, Department of Environmental Affairs and Tourism, Private Bag x 447, Pretoria, 0001

FOR ATTENTION

Ms P Diphaha

CLOSING DATE

03 December 2007

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

MANAGEMENT ECHELON

POST 47/08
:
DIRECTOR: ENVIRONMENTAL IMPACT EVALUATION (THREE YEAR CONTRACT) (REF: AP204/2007)

SALARY
:
Remuneration package of R502 725 per annum (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. Total package of per annum/conditions apply.

CENTRE
:
Pretoria

REQUIREMENTS
:
A post graduate degree in Environmental Management or a related field and relevant experience. An innovative and creative person with proven leadership skills and good analytical, communications and managerial experience. Strategic thinker who can work under pressure.  Good understanding of government and its functions in terms of environmental management. Note: The person appointed to this position will be subjected to a security clearance, the signing of a performance agreement and an employment contract. The successful candidate will be subjected to a competency assessment test.

DUTIES
:
Implementation and administration of the Environmental Impact Assessment Regulations; Auditing of Environmental Management Systems developed for Marion Island and the RSA Antarctica Base. Development and implementation of systems aimed at efficient and effective service delivery in terms of Integrated Environment Management (IEM), and Liaison with provincial and municipal authorities on IEM. The successful candidate will be responsible for all managerial aspects of the Directorate, including but not limited to financial, human resource, business planning and asset management.

ENQUIRIES
:
Ms J Yawitch (012 310 – 3666)

POST 47/09
:
DIRECTOR: ENVIRONMENTAL IMPACT EVALUATION (THREE YEAR CONTRACT (REF: AP204/2007)

SALARY
:
Remuneration package of R502 725 per annum (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. Total package of per annum/conditions apply.

CENTRE
:
Pretoria

REQUIREMENTS
:
A post graduate degree in Environmental Management or a related field and relevant experience. An innovative and creative person with proven leadership skills and good analytical, communications and managerial experience. Strategic thinker who can work under pressure. Good understanding of government and its functions in terms of environmental management. Note: The person appointed to this position will be subjected to a security clearance, the signing of a performance agreement and an employment contract. The successful candidate will be subjected to a competency assessment test.

DUTIES
:
Implementation and administration of the Environmental Impact Assessment Regulations; Auditing of Environmental Management Systems developed for Marion Island and the RSA Antarctica Base. Development and implementation of systems aimed at efficient and effective service delivery in terms of Integrated Environment Management (IEM), and Liaison with provincial and municipal authorities on IEM. The successful candidate will be responsible for all managerial aspects of the Directorate, including but not limited to financial, human resource, business planning and asset management.

ENQUIRIES
:
Ms J Yawitch (012 310 – 3666)

ANNEXURE C
DEPARTMENT OF HEALTH

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

APPLICATIONS
:
Direct your application quoting the above relevant reference number to: The Director-General, Department of Health, Private Bag X828, Pretoria, 0001, Hand delivered applications may be submitted at Reception (Application Box), Hallmark Building, Proes Street between Andries and Paul Kruger Streets.

FOR ATTENTION
:
Mrs Elsabe Visser

CLOSING DATE
:
21 January 2008 (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 47/10
:
CHIEF MEDICINES REGULATORY OFFICER


Cluster: Medicines Regulatory Affairs. Directorate: Medicines Evaluation and Research



(This is a re-advertisement of the post with reference number 89202/4 and PSC 04/15. Candidates who previously applied for the post must re-apply if they are still interested).
SALARY
:
R196 815 per annum (plus competitive benefits)

CENTRE
:
Pretoria. 

REQUIREMENTS
:
*A Bachelor’s degree or diploma in Pharmacy or any other relevant Biomedical qualification *A post-graduate qualification will be an added advantage *Knowledge and application of the Medicines and Related Substances Act 101 of 1965 and its related Regulations *At least two year’s experience in the medicine regulatory environment will be an added advantage *Skills for compilation and presentation of technical reports *Skills for committee support work *High degree of dedication and accurate work skills are required *Innovative thinking, initiative and leadership qualities are recommended *Good interpersonal relations *Good planning and organizational skills *Good communication skills (written and verbal) *Computer literacy *A valid Code 08 (Code B) driver’s licence will be an added advantage.

DUTIES
:
*Assessment and evaluation of applications for the registration of biological medicines (new active agents and follow-ons) *Evaluation and assessment of applications for the amendment of the quality and clinical aspects of registered biological medicines *Evaluation of quality and clinical aspects of applicant responses to committee recommendations *Handle enquiries and complaints from clients *Provide administrative and technical support to Council and Committee on the registration of biological medicines *Organise and co-ordinate work in the Biological Medicines Unit *Assist in the training of administrative staff of the Biological Medicines Unit *Recording and maintenance of statistics on work received and done *Participate in training programmes for skills development and personal advancement *Drafting of policy documents and maintenance of policy and to ensure compliance by the applicants *Development of SOP’s, Regulations and Guidelines for registration of biological medicines and their updating *Conduct consultation meetings with representatives from the biological medicines industry to advise on administrative and technical issues *Prepare agenda and documentation/submissions to the Biological Medicines Committee for notification/discussion/ recommendation *Prepare evaluation reports on biological medicines for Pharmaceutical and Analytical committee meetings *Participation in the Pre-Registration Unit meetings *Perform such other functions as the Director may duly allocate from time to time.

ENQUIRIES
:
Mr F F Hlangwane at Tel (012) 312-0214.

POST 47/11
:
CHIEF MEDICINES REGULATORY OFFICER


(This is a re-advertisement of the post with reference number 89202/4 and PSC 04/15. Candidates who previously applied for the post must re-apply if they are still interested).

SALARY
:
R196 815 per annum (plus competitive benefits)

CENTRE
:
Cluster: Medicines Regulatory Affairs. Directorate: Medicines Evaluation and Research. Pretoria.

REQUIREMENTS
:
*A Bachelor’s degree or diploma in Pharmacy or any other relevant Biomedical qualification *A post-graduate qualification will be an added advantage *Knowledge and application of the Medicines and Related Substances Act 101 of 1965 and its related Regulations *At least two year’s experience in the medicine regulatory environment will be an added advantage *Skills for compilation and presentation of technical reports *Skills for committee support work *High degree of dedication and accurate work skills are required *Innovative thinking, initiative and leadership qualities are recommended *Good interpersonal relations *Good planning and organizational skills *Good communication skills (written and verbal) *Computer literacy *A valid Code 08 (Code B) driver’s licence will be an added advantage.

DUTIES
:
*Assessment and evaluation of applications for the registration of biological medicines (new active agents and follow-ons) *Evaluation and assessment of applications for the amendment of the quality and clinical aspects of registered biological medicines *Evaluation of quality and clinical aspects of applicant responses to committee recommendations *Handle enquiries and complaints from clients *Provide administrative and technical support to Council and Committee on the registration of biological medicines *Organise and co-ordinate work in the Biological Medicines Unit *Assist in the training of administrative staff of the Biological Medicines Unit *Recording and maintenance of statistics on work received and done *Participate in training programmes for skills development and personal advancement *Drafting of policy documents and maintenance of policy and to ensure compliance by the applicants *Development of SOP’s, Regulations and Guidelines for registration of biological medicines and their updating *Conduct consultation meetings with representatives from the biological medicines industry to advise on administrative and technical issues *Prepare agenda and documentation/submissions to the Biological Medicines Committee for notification/discussion/ recommendation *Prepare evaluation reports on biological medicines for Pharmaceutical and Analytical committee meetings *Participation in the Pre-Registration Unit meetings *Perform such other functions as the Director may duly allocate from time to time.
ENQUIRIES
:
Mr F F Hlangwane at Tel (012) 312-0214.
POST 47/12
:
PRINCIPLE 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 recognized four-year qualification in Pharmacy or equivalent qualification or a four-year degree in Natural Science *At least two year experience in the Pharmaceutical Industry or Wholesale Pharmacy relating to Good Manufacturing Practices or Good Wholesaling Practices *Good planning and organizational skills *Good communication skills (written and verbal) *Good interpersonal relations *Computer literacy *A valid Code 08 (Code B) driver’s licence. 

DUTIES
:
*Inspect pharmaceutical manufacturing sites both local and international for compliance with Good Manufacturing Practices (GMP) as accepted by the Medicines Control Council *Assess and evaluate GMP inspection reports of other regulatory authorities on international pharmaceutical manufacturing sites where medicines for exportation to South Africa are manufactured *Evaluate Standard Operating Procedures (SOP’s) of manufacturing sites for compliance with GMP Guidelines as accepted by the MCC *Perform Pre- and Post Registration inspections on information submitted in a medicine application form (MRF1) *Evaluate requests from the pharmaceutical industry for exception from the provisions of the Act in terms of the provisions of the Medicines Act  *Prepare reports for the Medicines Control Council and relevant Committees *Liaise with inspectors from International Regulatory Authorities *Assist in minuting the recommendations of the Pharmaceutical and Analytical Committee and other related Committees of Council applicable to the activities of the inspectorate *Manage responses from Applicants *Evaluate requests from Applicants for amendments to the MBR1 dossier *Interview members from industry to discuss Council resolutions, requirements of the Act and medicines quality issues *Attend meetings of the Pharmaceutical and Analytical Committee as well as other committees related to the activities of the Inspectorate *Perform Wholesale Inspections at Wholesalers and Distributors of medicines for compliance with Good Wholesaling and distribution practices in accordance with guidelines accepted by Council *Evaluate complaints received from the public relating to the quality of medicines, sale of unregistered medicines, stolen medicines and counterfeit medicines.

ENQUIRIES
:
Dr Joey Gouws or Mr Enos Motshitela or Ms 



Virginia Vilikazi at Tel (012) 312-0230. 

ANNEXURE D
INDEPENDENT COMPLAINTS DIRECTORATE

APPLICATIONS
:
Private Bag X941, Pretoria, 0001, Cnr Schoeman & Potgieter Streets, Old Mercedes Benz Building, Pretoria, No faxed application will be accepted.

FOR ATTENTION
:
Ms O Mazibuko

CLOSING DATE
:
30 November 2007

NOTE
:
NB: Applications should be submitted on a Z83 form obtainable from any Public Service Department, accompanied by a comprehensive CV, certified copies of qualifications, ID and driver’s licence. Faxed applications will not be considered. If you have not been contacted within 3 months of the closing date of this advert, please accept that your application was unsuccessful, as communication will be made with the short-listed candidates only. 

OTHER POST

POST 47/13
:
ADMINISTRATION CLERK: OFFICE OF THE EXECUTIVE DIRECTOR


Note: This is a re-advertisement Post 46/37. Persons who applied previously need not re-apply as previous applications will not be considered.

SALARY
:
R58 290 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A senior certificate. Relevant experience will be an added advantage. Good word processing, office management skills (document tracking, storage and retrieval systems) as well as general office administration are essential. Applicants must be able to work under pressure, independently , be dedicated to their work and required to work overtime when necessary. Note: The successful candidate will have to undergo security vetting. His/ her character should be beyond reproach.

DUTIES
:
The successful candidate will be primarily responsible for general administrative and support services in the Office of the Executive Director, such as: Filling of appropriate correspondence and opening of files where required, Drafting of relevant correspondence regarding complaints / media articles received, Fixing, extracting and processing data and dissemination of management information in context of office automation, Relieving as Secretary in the ED’s office, Buying of stock / refreshments for the ED’s office and Messenger services.

ENQUIRIES
:
Ms M Mughovheli (012 392 0400)
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.

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

MANAGEMENT ECHELON

POST 47/14
:
MASTER (REF: 07/496/MAS)
SALARY
:
R502 725 – R541 284 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master of the High Court, Cape Town

REQUIREMENTS
:
LLB Degree or equivalent qualification; Knowledge and experience in the Masters environment. The following will serve as a recommendation: An appropriate post degree qualification; Experience in the functional fields specified in the duties; Management and supervisory experience; Admission as an Attorney or Advocate of the High Court. Skills and Competencies: Management and Supervisory skills, Strong leadership qualities; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Attention to detail; People development and empowerment; Problem solving; Time management; Ability to work in a highly pressurized environment.

DUTIES

Manage the effective and efficient delivery of service at the Office of the Master of the High Court (The Office).  The post incumbent would report to the Chief Master; Provide strategic direction to ensure that the office is able to meet current and future changing requirements; Direct and take full responsibility for all operations of the Office within the established policy framework including financial matter e.g. budgeting; Provide leadership, direction and training to the management team at the Office; Represent the Office in its relationships with internal and external stakeholders. Ensure that strategies are developed for the effective management of the legal professional and management teams to ensure that all service level agreements are adhered to; ensure that Masters Services are provided professionally and are of good quality and are provided within acceptable turn around times; Represent the office at various management forums.

ENQUIRIES
:
Ms Koekie Mbeki ( 012 315 1699

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

CLOSING DATE
:
10 December 2007

OTHER POSTS

POST 47/15
:
DEPUTY DIRECTOR: COURT MANAGER (REF: 07/12/FS)
SALARY
:
R369 000 – R427 836 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Registrar of the High Court, Bloemfontein 

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualifications; Three years; management experience; Knowledge and experience of financial management, PFMA, office and district administration will serve as a strong recommendation; A valid code EB driver’s license. Skills and Competencies: Strong leadership and management capabilities; Strategic capabilities; Interpersonal relations; Communication (verbal and written); Accuracy and attention to detail.

DUTIES
:
Coordinate and manage financial and human resources of the office; Strategic and business planning processes; Manage the physical resources, information and communication related to courts; Implement the departmental policies on courts; Compile and analyse court statistics to show performance and trends; Provide case tracking services to the judiciary and prosecuting authority; Compile annual performance and statutory reports to the relevant users; Lead and manage the transformation of the office; Manage strategic projects intended to improve court management; Manage communication with internal and external stakeholders. 
ENQUIRIES
:
Ms M E Molapo ( 051 447 2736

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 20578, Bloemfontein, 9300.

CLOSING DATE
:
10 December 2007

POST 47/16
:
DEPUTY MASTER (REF: 07/492/MAS)

SALARY
:
R369 000 – R372 654 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master of the High Court, Durban 

REQUIREMENTS
:
LLB Degree or equivalent qualification plus five years relevant experience OR B.IURIS Degree plus ten years relevant experience; Knowledge of and experience in the Masters environment; Knowledge of the Administration of Estates Act, Mental Health Act, Insolvency Act, Companies Act, Close Corporations Act, Trust Property Control Act and other relevant legislation; Experience in the administration of estates; Management experience. The following will serve as a recommendation:  An appropriate post degree qualification; Experience in the functional fields of and services provided by the Masters of the High Court; Management and supervisory experience; Admission as an Attorney or Advocate of the High Court; A valid code EB (Previously code 8) driver’s license.  Skills and Competencies: Research and report writing; Management and Supervisory skills; Planning and organizing; Strong leadership qualities; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Attention to detail; People development and empowerment; Problem solving; Time management; Ability to work in a highly pressurized environment; Management and Supervisory skills; Good communication (verbal and written); Computer literacy.

DUTIES
:
Manage the effective and efficient delivery of services at the Office of the Master of the High Court (The Office).  The post incumbent would report to the Master of the High Court. Ensure that Masters Services are provided professionally and are of good quality and are provided within acceptable turn around times. Direct and take full responsibility for all service delivery processes and operations of the Office within the established policy framework including financial matters e.g. budgeting. Provide leadership, direction and training to the legal professional and management team at the Office. Represent the Office in its relationships with internal and external stakeholders. Develop and implement strategies for the effective management of the legal professional and management teams to ensure that all service level agreements are adhered to.

ENQUIRIES
:
Ms Ayanda Tsolekile ( (031) 3060 175

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.

POST 47/17
:
ASSISTANT DIRECTOR:  GUARDIANS FUND (4 POSTS) (REF: 07/494/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: Bloemfontein (2) Pretoria (2)

REQUIREMENTS
:
A Three-year Bachelor’s degree or Diploma or equivalent qualification in Finance (Accountancy) plus three years relevant experience; Three years Management experience; Knowledge of Public Service and Departmental legislation and prescripts; Knowledge of the Public Finance Management Act (PFMA),  Treasury regulations AND Departmental Financial Instructions (DFI); Experience in government Finance will be a recommendation; A valid driver’s license. Skills and Competencies:  Managerial and supervisory skills; Planning and organizing (including Time Management); Strong leadership qualities; Problem solving and decision making skills; Ability to interpret and apply policy; Computer literacy (MS Office); Self driven and innovative; Ability to work independently in a highly pressurized environment; Strong Communication skills with the ability to motivate and direct people; Accuracy and Attention to detail; Honest, reliable, responsible, accountable, efficient and believe in transparency; Team work orientated and willing to work under pressure.

DUTIES
:
Verify and decide on applications received; Check and verify daily payments; Administer and manage Guardians Fund; Compile Reconciliation Statement; Report on fraud cases and interest losses; Manage and supervise Guardians Fund staff; Represent Masters Office in its relationship with stakeholders; Attend to Stale Cheques; Check and verify Guardians Fund, Banking and Financial Registers and Reports; Compile Statistics by recording work done on a daily, weekly as well as monthly basis.

ENQUIRIES
:
Bloemfontein: Mr Jannie du Plessis  ( 051 448 9931


Pretoria: Miss Nonkoliso Sigcau  ( 012 339 7807

APPLICATIONS
:
Separate applications must be submitted if applying for more than one centre, otherwise consideration will be given to the first choice only.  Applications with no centre mentioned will not be considered. Quoting the relevant reference number, direct your application to: Postal address:  The Director-General: Justice and Constitutional Development, Private Bag X81, Pretoria, 0001.OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria, 0001.

CLOSING DATE
:
10 December 2007

POST 47/18
:
ASSISTANT DIRECTOR: LIBRARY SERVICES REF 07/468/AIR



Note: This is a re-advertisement.  This advertisement replaces Post 45/18  that was advertised on 09 November 2007 with the closing date of 26 November 2007.
SALARY
:
R196 815 – R228 492 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
A Bachelor’s Degree/BTech Library and Information Science; Knowledge of and experience in electronic information resources and online retrieval skills; Three to five years’ experience in a legal/law library; Two years’ management/supervisory experience; The following would serve as recommendation: Knowledge of Resource Management, Public Service Act and Regulations, Public Finance Management Act and Regulations, Diversity Management as well as Transformation and Equity within the Public Service; Proven ability to execute high-level decisions and provide feedback. Skills and Competencies: Effective communication skills (written and verbal); Leadership skills; Teambuilding skills; Interpersonal relations; Conflict and Knowledge management skills; Analytical thinking skills. 

DUTIES
:
Professional management and control of human and financial resources of the directorate; Oversee the execution of work throughout all libraries in the department; Ensure quality assurance of all library services; Manage all computer, fax and photocopier equipment in the library; Effectively and efficiently correspondence with various stakeholders; Ensure a proper library service within the whole department;  Liaise with external service providers, peer groups, colleagues and other knowledge and information workers; Implement best practices to ensure better business processes; Adhere the Departmental Codified Instructions relating to Library matters. Ensuring that the informational needs of the library users are met through the availability of a comprehensive range of library material and professional services; Maintain information resources pro-actively; Keep abreast of the latest developments relating to literature and legal related issues; Analyse and present research findings in respect of the legal information needed at all offices in the department and facilitate the decision making process; Market the library and information services; Conduct need analys for libraries in the regions to be certified by the Director-General. 

ENQUIRIES
:
Ms N D Louw ( 012 315 1715

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
:
03 December 2007

NOTE
:
Applications that do not comply with the revised requirements will not be considered.

POST 47/19
:
OFFICE MANAGER (REF:  07/493/MAS)


Note: Post has been withdrawn, kindly note that no applications will be considered.
SALARY
:
R196 815 – R228 492 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master of the High Court, Cape Town

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
:
Irma Dick ( (021) 410 8301

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

CLOSING DATE
:
10 December 2007

POST 47/20
:
ASSISTANT DIRECTOR: LIBRARY SERVICES AND PUBLICATIONS - PROCUREMENT REF 07/467/AIR


Note: This is a re-advertisement.  This advertisement replaces Post 45/20  that was advertised on 09 November 2007 with the closing date of 26 November 2007.
SALARY
:
R157 686 – R183 066 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification in Finance; Three to Five years’ experience in a financial environment and procurement; Two years’ supervisory experience; Knowledge of the BAS accounting software, PERSAL, PFMA, Treasury Regulations, DFI, JYP, Budgets and Procurement; A thorough understanding of the Department’s Library structure; Knowledge of Resource Management, Public Service Act and Regulations, diversity management as well as Transformation and Equity within the Public Service; Proven ability to execute high-level decisions and provide feedback; A valid driver’s license. Skills and Competencies: Effective communication and presentation skills; Leadership skills; Teambuilding skills; Interpersonal relations; Conflict and Knowledge management skills; Analytical thinking skills.

DUTIES
:
Manage and ensure application of the prescribed financial procedures and methods; Supervise the activities of subordinates entrusted with inter alia, the care of accounts, documents, financial planning and budgeting; Report on budget deviations, cost control and cost analyses programmes, internal control and financial administration; Define and introduce financial control, procedures and methods according to the programme in order to protect the State asset (e.g. library publications) and resources; Ensure by inspection that such procedures and methods are being followed; Report on findings and recommend improvements/changes where necessary; Control the level of training of personnel concerned with financial administration on the basis of findings and recommend remedial training where necessary.

ENQUIRIES
:
Ms N D Louw ( 012 315 1715

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
:
03 December 2007 Note: Applications that do not comply with the revised requirements will not be considered
POST 47/21
:
FAMILY COUNSELLOR (2 POSTS), (REF 07/VA68/NW)

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

CENTRE
:
Family Advocate - Mafikeng 

REQUIREMENTS
:
A Bachelor’s degree in Social Work; Three  years’ experience in social work; Registered with the South African Council for Social Service Professions (SACSSP); Knowledge and application of the Mediation in Certain Divorce Matters Act and related legislation; Knowledge of family law including the Maintenance Act and Domestic Violence Acts; Knowledge of the Public Service Act and Regulations; Ability to communicate in one of the African languages will be advantageous; Court experience in expert evidence; A valid code EB drivers’ licence and willingness to travel. Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Office); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Mediation, interviewing, evaluation, and report writing skills; Innovative thinking; Diversity and conflict handling. 

DUTIES
:
Conduct mediation and/or enquiries as part of a multi-disciplinary team in custody, access, guardianship, child abduction and related family law disputes ; Evaluate information and compile forensic court reports and make recommendations as to the best interest of children in family law disputes; Act as expert witness for the Family Advocate in Court; Network and conduct awareness campaigns regarding the functions and role of the office of the Family Advocate; Travel to townships and rural areas to conduct enquiries and interview parties and references in family law disputes; Act as an intermediary in sexual offences cases.
ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

CLOSING DATE
:
11 December 2007

POST 47/22
:
ASSISTANT DIRECTOR:  GUARDIANS FUND (16 POSTS) (REF: 07/495/MAS)

SALARY
:
R157 686 – R183 066 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Master of the High Court, Pretoria

REQUIREMENTS
:
A Three-year Bachelor’s degree or Diploma or equivalent qualification in Finance (Accountancy) plus three years relevant experience; Three years Managerial experience; Knowledge of Public Service and Departmental legislation and prescripts; Knowledge of the Public Finance Management Act (PFMA),  Treasury regulations AND Departmental Financial Instructions (DFI); Experience in government Finance will be a recommendation; A valid driver’s license. Skills and Competencies: Managerial and supervisory skills; Planning and organizing (including Time Management); Strong leadership qualities; Problem solving and decision making skills; Ability to interpret and apply policy; Computer literacy (MS Office); Self driven and innovative; Ability to work independently in a highly pressurized environment; Strong Communication skills with the ability to motivate and direct people; Accuracy and Attention to detail; Honest, reliable, responsible, accountable, efficient and believe in transparency; Team work orientated and willing to work under pressure.

DUTIES
:
Administer and manage the Guardians Fund; Check and verify applications for payment and deposit, daily payments and Bank details/address, cheque date and details on cheque and cheque numbers; Approve/ Disapprove payments; Attend to correspondence; Compile Reconciliation Statement; Attend to Stale Cheques; Check and verify Guardians Fund, Banking and Financial Registers and Reports; Compile Statistics by recording work done on a daily, weekly as well as monthly basis.

ENQUIRIES
:
Ms Nonkoliso Sigcau ( 012 339 7807
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Director-General: Justice and Constitutional Development, Private Bag X81, Pretoria, 0001.OR Physical address: Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria, 0001.

CLOSING DATE
:
10 December 2007

POST 47/23
:
STATE ACCOUNTANT: PAYROLL (REF: 07/489/CFO)
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification in Finance or Grade 12 plus extensive experience in a financial environment especially salary related suspense accounts; Good understanding of the PFMA, Basic Accounting System (BAS), National Treasury Regulations and PERSAL experience. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Planning, organizing and problem solving; Accuracy and attention to detail. The following will serve as recommendations: Knowledge and experience in office and district administration; Knowledge of the Financial Management Act (PFMA).

DUTIES
:
Act as supervisor of Chief Accounting Clerks, Senior Accounting Clerks and Accounting Clerks by inter alia, allocating work, ensuring orderliness in work performance, quality and turnover, ensuring office discipline and providing on the job training to subordinates; Check and authorize payment of salaries, allowances and claims; Check and control the reconciliation of suspense accounts and pay over salary deductions to relevant institutions; Evaluate work performance of sub-ordinates; Ensure adherence to all applicable prescripts and regulations; Prepare age analysis monthly on salary related suspense accounts; Clear and report on outstanding balances monthly; Analyze of  PERSAL balances.

ENQUIRIES
:
Ms Chrystelle Croukamp ( (012) 315 1244

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
:
10 December 2007

POST 47/24
:
SENIOR COURT INTERPRETER (REF 07VA69/NW)
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate Klerksdorp 

REQUIREMENTS
:
Grade 12 or equivalent qualifications; Tertiary qualification will be advantageous; Five years experience in court interpreting; Applicants will be subjected to a language test; A valid drivers licence will be an added advantage. Language proficiency: Setswana, Afrikaans, English, IsiZulu, IsiXhosa, Sepedi, Tsonga. Skills and competencies: Good communication skills ( verbal and written); Computer literacy (MS Word and Excel); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Accuracy and attention to detail. 

DUTIES
:
Control and supervise Court Interpreters; Interpret in special cases when necessary; Attend to personnel administration aspects; Translate legal documents and exhibits; Draw case records on request of the Magistrate and Prosecutors; Make arrangements for foreign language interpreters in consultation with the prosecution.  

ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

CLOSING DATE
:
11 December 2007

POST 47/25
:
MAINTENANCE INVESTIGATOR (2 POSTS), (REF 07/VA67/NW)
SALARY
:
R106 335 - R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate ODI 

REQUIREMENTS
:
An applicable legal qualification, paralegal qualification or Grade 12 Certificate with five years relevant experience; A valid code EB drivers’ licence; Experience in Family Law matters; Knowledge of the Maintenance Act ( Act 99 of 1998). Skills and competencies: Good communication skills ( verbal and written); Computer literacy (MS Word and Excel);Numeracy skills; Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Good filing skills and a thorough understanding of all services procedures; Innovative thinking; Accuracy and attention to detail. 

DUTIES
:
Work with the public in a professional and empathetic manner; Testify in court under the supervision of maintenance prosecutors; Render administrative support to the office; Explain the legal terminology and processes in simple languages; Manage time effectively and demonstrate good facilitation skills; Trace persons liable to pay maintenance and maintenance defaulters; Gather and secure information related to maintenance enquiries and defaulters;

ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

CLOSING DATE
:
11 December 2007

POST 47/26

MAINTENANCE INVESTIGATOR, (REF 07/VA66/NW)

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

CENTRE
:
Magistrate Molopo 

REQUIREMENTS
:
An applicable legal qualification, paralegal qualification or Grade 12 Certificate with five years relevant experience; A valid code EB drivers’ licence; Experience in Family Law matters; Knowledge of the Maintenance Act ( Act 99 of 1998). Skills and competencies: Good communication skills ( verbal and written); Computer literacy (MS Word and Excel);Numeracy skills; Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Good filing skills and a thorough understanding of all services procedures; Innovative thinking; Accuracy and attention to detail. 

DUTIES
:
Work with the public in a professional and empathetic manner; Testify in court under the supervision of maintenance prosecutors; Render administrative support to the office; Explain the legal terminology and processes in simple languages; Manage time effectively and demonstrate good facilitation skills; Trace persons liable to pay maintenance and maintenance defaulters; Gather and secure information related to maintenance enquiries and defaulters;

ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

CLOSING DATE
:
11 December 2007

POST 47/27
:
ADMINISTRATION OFFICER: HR KEY ACCOUNTS, (REF 07/VA71/NW)

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

CENTRE
:
Regional Office, Mmabatho

REQUIREMENTS

Three year Bachelor’s degree/National diploma in human resources or behavioural science; At least two years working experience in Human Resources environment; Working knowledge of PERSAL, Excel and how organisational structures (staff maintenance) are managed will be advantageous. A valid code EB drivers licence. Skills and competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Good planning and organizing skills; Good interpersonal relations; Report writing skills; Understanding of HR environment; Accuracy and attention to detail.

DUTIES
:
Provide advice and support to the sub-offices and other stakeholders on issues pertaining to the establishment of the Department in the region; Maintain and provide information of the staff establishment and provide an analysis of such information on a monthly basis; Prepare internal vacancy circulars to advertise vacancies in the department; Prepare memoranda and letters; Process information and payment to service providers on the Justice Yellow Pages (JYP); Deal with transport claims from candidates who attended interviews; Deal with responses to posts advertised; Facilitate the interviewing process; Assist in training activities as and when necessary/required.

ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

CLOSING DATE
:
14 December 2007

POST 47/28
:
ADMINISTRATION CLERK (2 POSTS), (REF 07/VA70/NW)



Note: This is a re-advertisement. Persons who applied previously need not re-apply as previous applications will be considered.

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

CENTRE
:
Magistrate Lehurutshe

REQUIREMENTS
:
Grade 12 or equivalent qualifications; Two years administrative experience. Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Word and Excel); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Good filing skills; Accuracy and attention to detail. 

DUTIES
:
Perform a variety of routine administrative duties related to the activities of the core functions of the Department in the following sessions: Handle routine office work; Deal with correspondence; Asset management and client services; Processing of documents as well as the rendering of a support function to supervisory personnel and to assist in the daily operations of these units; Filing, taking minutes, data capturing, handling of payments to contracts and consultants and processing of subsistence and travelling claims; Apply Public Service and Treasury Instructions in terms of the Public Finance Management Act (PFMA) and various other administrative duties.

ENQUIRIES
:
Mr. Lazarus Moetanalo at ( (018) 389 8362.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.
CLOSING DATE
:
11 December 2007

ANNEXURE F
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms E Lethole / Ms M Nchabeleng

CLOSING DATE
:
30 November  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. Applicants who have not been contacted during this period may regard their applications as unsuccessful.

OTHER POSTS

POST 47/29
:
ASSISTANT DIRECTOR: HUMAN RESOURCE MANAGEMENT
SALARY
:
R157 686 per annum

CENTRE
:
(Head Office) Pretoria

REQUIREMENTS
:
A Bachelor’s degree /National Diploma in Human Resource Management or equivalent  relevant qualification PLUS the following key competencies:(Knowledge of :(Knowledge of Performance Management (PMDS)(Knowledge of Human Resources Prescripts and  Interpretation thereof(Knowledge of Policy Development and Implementation(Understanding the repositioning of HR in the Public Sector ( Knowledge of PERSAL( Knowledge of recruitment and selection (Skills:(Facilitation skills(Analytical skills Planning and co-coordinating skills(Ability to interpret and analyse policy (Communication:(Strong communication skills (verbal and written)(Good interpersonal relations skills (Creativity:(Innovative and creative thinker(Ability to analyse information and form conclusions.
DUTIES
:
Develop review Human Resource Provisioning policies, strategies, guidelines and procedures, Provide  advice and support  to branches  on issues  pertaining  to vacancies, Maintain  and provide information and statistics on vacancies on  a continuous basis, Observe departmental human resource provisioning  and PMDS trends  and develop best practices and address such trends, Maintain  a database on, amongst  others, payments /claims handled in respect  of service  providers upon HRP & PMDS functions rendered, Manage and develop staff.  Supervise staff. Oversee PERSAL administration of recruitment and selection, placements, probation, translation in rank and PMDS.

ENQUIRIES
:
Mr K Makgohlo (012 317 8039

POST 47/30
:
ADMINISTRATION OFFICER: SUPPORT SERVICES
SALARY
:
R 68 955 per annum,

CENTRE
:
Head Office (Pretoria).

REQUIREMENTS
:
Senior Certificate or equivalent qualification plus extensive relevant experience PLUS the following key competencies: (Knowledge of:(OHS act, PFMA and building regulations (National Department of Public Works policies, prescripts (Office accommodation lease agreements (Cleaning, maintenance of buildings and rendering of Food Service Aid Services (Skills : (Good inter personal relations (Decision-making (Good supervisory skills (Report writing (Negotiation and numeric skills (Computer Literacy (Communication :(Good verbal and written communication skills (Creativity(Problem solving(Innovative thinker.

DUTIES
:
Provide and do spot checks on daily building maintenance service(Render and do spot checks of a daily food Service Aid and cleaning Service (Obtain quotations for maintenance and cleaning material(Issue and keep record of cleaning material (Maintain registers for maintenance, cleaning and food aid services.

ENQUIRIES
:
Mr B Beneke ( 012 317 8049

NOTE
:
Previously disadvantaged candidates are encouraged to apply

ANNEXURE G
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The DPLG intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/transfer/promotion will promote representivity will therefore receive preference.

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

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

MANAGEMENT ECHELON

POST 47/31
:
SENIOR MANAGER: OFFICE OF THE DEPUTY DIRECTOR-GENERAL: FREE BASIC SERVICES AND INFRASTRUCTURE (THREE-YEAR CONTRACT)


Branch: Free Basic Services and Infrastructure



Purpose: The Deputy Director-General is seeking a highly motivated individual to manage the day-to-day operations, and provide executive just in-time support to the Office of the Deputy Director-General. The responsibilities of this position include:

SALARY
:
All inclusive remuneration package of 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
:
The successful applicant must be in possession of a Bachelor’s degree, and must have experience in an executive support position. The individual must be a self-starter, and be able to work under pressure. The following competencies are a requirement: Good organisational and administration skills, written and verbal communication skills, good inter-personal skills, ability to work and interact at a high level, problem solving skills, initiative and innovation. Research and policy analysis skills. Experience in the fields of service delivery and community development.

DUTIES
:
Assisting the DDG to monitor the implementation of Executive and Top Management decisions. Assisting the DDG in managing relations with external stakeholders, and co-coordinating special projects. Acting as a principle contact, and providing support to the offices of the Director-General and the Minister. Providing leadership in the management of the DDG’s strategic diary. Assisting the DDG to prepare for multi-lateral meetings. Undertake research and compile reports for the DDG. Managing Cabinet and Parliamentary matters. Managing staff in the Office of the DDG

ENQUIRIES
:
Mr Y Patel, Tel: (012 ) 334 4939

POST 47/32
:
SENIOR MANAGER: BUSINESS APPLICATIONS


Branch: Corporate Services

SALARY
:
All inclusive remuneration package of R502 725 per annum (The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines).

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree in Computer Science, Information Technology/Systems or equivalent qualification. Extensive experience in Information Technology. In-depth knowledge in IT/IS systems operations, SDLC and application development, document management systems and management of information and knowledge systems is essential. The successful candidate must have the following key competencies: Business and systems analysis, information communication technology, monitoring and evaluation system and strategic capability and leadership.

DUTIES
:
Key responsibilities include: Manage and maintain all IT/IS business applications within the Department. Ensure proper enhancements to the current business applications. Oversee the implementation of all IT application related projects within the Department. Implement and co-ordinate IT security on all IT applications. Act as a business analyst for implementation and development of business applications. Institutionalize Information as a strategic resource. Establish information and knowledge management policy. Define and maintain the reference framework for information and knowledge management. Ensure compliance to the information and knowledge management strategic direction. Participate in the process of systems integration within and outside the Department. Provide adequate documentation of all IT systems, processes, procedures and standards. Provide IT training that relates to various business applications.

ENQUIRIES
:
Mr D Petersen Tel (012) 334 0992

OTHER POSTS

POST 47/33
:
DEPUTY MANAGER: EMPLOYEE, HEALTH ANDWELLNESS


Directorate:Organisational Development
SALARY
:
R 157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree in Social Science, (Registration with the South African Council of Social Services (SACSSP) as a Social Worker. Sound knowledge of organizational development, change management and a valid driver's licence. Recommendations: Knowledge of employee assistance programmes; relevant experience in organizational development and change management; computer literacy (MS Word, Excel, PowerPoint); communication (written and verbal) skills; facilitation skills; knowledge of employment processes and human resource development; research; conceptualisation and analytical skills; interpretation of statistics and reporting on such; project planning and implementation skills. Personal Attributes and Skills: Team player, flexible and proactive. Initiation, integrity and commitment to service delivery. Interpersonal sensitivity. Presentation, and organizing skills.

DUTIES
:
Assist in managing the EWP in the  department (policy processes, procedures, recordkeeping); co-ordinate the advocacy with regard to EWP; co-ordinate the rehabilitation processes; liaise with EWP service providers and trainers to ensure quality; assist in planning and co-ordinating the budget processes for the EWP; assist in monitoring the overall quality of the EWP process; maintain a policy with regard to health management inclusive of HIV/AIDS in the workplace; co-ordinate and plan advocacy, awareness and interventions with regard to health, HIV/AIDS in the workplace and Wellness Programme; attend relevant meetings and liaise with other departments  at national level.

ENQUIRIES
:
Ms Xoliswa Saila, Tel: (012) 334 0883

POST 47/34
:
SPECIALIST: INSTITUTIONAL DEVELOPMENT SYSTEMS


Branch: Systems and Capacity Building

SALARY
:
R 132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification. The candidate must have good communication and interpersonal skills, the ability to function independently, and demonstrate effective administrative, research, problem solving and analytical skills. Computer literacy in MS Office suite, Excel and computer based legal resources is essential. A good understanding of local government policies and legislation with knowledge of the functioning of government. Project management skills will be an added advantage.

DUTIES
:
The successful candidate will be required to administer local government legislation, including the Municipal Demarcation Act, the Municipal Structures Act and the Municipal Systems Act, as well as other legislation pertaining to local government, as may be required. He / she will also be required to undertake research, policy development and evaluation in support of legislation and to support the institutional restructuring of local government in as far as it relates to the efficient functioning of elected institutions. He / she will also be required to administer, maintain, develop and update a Database on Local Government including tracking and retrieval of information relating to all information requirements of the Chief Directorate. The successful candidate will assist with queries from municipalities, provinces and other stakeholders, parliamentary questions, and to this end be able to interpret and apply policies and practices, formulate and write reports and draft responses. He /she will also be required to undertake monitoring and evaluation, document and knowledge management and organisation, report writing and compilation, website research, information and data gathering and collation, and assist with the preparation of documents, taking minutes for and organize meetings and stakeholder interactions and co-ordination. He/she must also interact and promote the exchange and sharing of information between the Chief Directorate and other directorates in the department. Assist with the organization and support for capacity building for provinces and municipalities. 

ENQUIRIES
:
Mr M Peter, Tel: (012) 334 4953

ANNEXURE H
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
:
30 November 2007

NOTE
:
The successful candidate will have to sign an annual performance agreement, complete financial disclosure form and will be required to undergo 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.

OTHER POSTS

POST 47/35
:
ADMINISTRATOR TO THE MEDIA LIAISON OFFICER: MINISTRY
SALARY
:
R85 362 per annum Annual progression up to a maximum salary of R99 108 per annum is possible subject to performance.

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate or equivalent qualification (SAQA standard: minimum NQF level 4) plus credible secretarial and administrative experience. Knowledge of and experience in all aspects of office administration, organization and management. Good interpersonal skills to work in a team with a strong Batho Pele orientation. Ability to pay attention to detail and deal with confidential, sensitive and even Top Secret matters. Exceptional verbal and written communication skills with the ability to communicate across levels and ranks. Ability to handle multiple tasks, manage time well and work under pressure. Excellent computer literacy and proven experience and knowledge of MS Office packages (MS Word, PowerPoint, Excel, Outlook and the Internet). Basic research will be an added advantage as will knowledge of and / or experience in the media environment. Note: The incumbent must be willing to work long and irregular hours, be independent and flexible and not presume this position is a regular administrator/ secretary post. The successful candidate will have to sign an annual performance agreement and be required to obtain a security clearance.

DUTIES
:
Arrange travel, accommodation and other logistical and administrative matters for the Media Liaison Officer and staff in the Media Unit, including the processing of all travel and other claims. Perform basic research for the MLO. Assist with higher-level administrative tasks e.g. editing of speeches/ media releases. Liaise with stakeholders in terms of media matters e.g. advertisements etc. Assist with logistics pertaining to media briefings. 

ENQUIRIES
:
Ms. Lebohang Mafokosi, Tel. (012) 336 1017

POST 47/36
:
registry clerk: ministry

SALARY
:
R68 955 per annum Annual progression up to a maximum salary of R80 058 per annum is possible subject to performance

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate or equivalent qualification (SAQA standard: minimum NQF level 4) plus credible experience in the field of records management and registry. General knowledge of the Guide for drafting of Cabinet Memoranda and the MISS prescripts. Knowledge of the National Archives Act and / or successful completion of National Archives Course will be a recommendation. Very good verbal and written communication skills. Ability to pay attention to detail and deal with confidential, sensitive and Top Secret documents. Good interpersonal skills with a strong Batho Pele orientation. Above average computer literacy with specific reference to Excel. Note: The incumbent must be willing to work long, irregular hours and be a flexible and independent worker who can work under stressful conditions. Travel may be required from time to time. The successful candidate will have to sign an annual performance agreement and be required to obtain a security clearance.

DUTIES
:
Manage all incoming and outgoing mail and correspondence. Maintain the relevant registers for incoming, outgoing submissions and other types of documents. Filing of all documents in accordance with the prescripts of the National Archives and the Ministerial Filing system, using an electronic document management and tracking system. Assist with the distribution of Cabinet Memoranda. Performing general clerical and administrative duties.

ENQUIRIES
:
Ms. Therese Davel, tel. (012) 336-1166

ANNEXURE I
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. An indication by applicants in this regard will expedite the processing of applications.

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

FOR ATTENTION
:
Ms A West

CLOSING DATE
:
14 December 2007

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

OTHER POSTS

POST 47/37
:
DEPUTY DIRECTOR: MANAGEMENT OF CONFLICTS OF INTEREST (REF: DD/MCI/11/07)

SALARY
:
R369 000 per annum This 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 in terms of applicable rules. (The flexible portion can be structured for a 13th cheque, home owner allowance and medical aid). The successful candidate will be required to enter into a work plan agreement. 

CENTRE
:
Head Office, Pretoria

REQUIREMENTS
:
Ideal candidate profile: (An experienced person with an appropriate recognized Bachelor’s degree or equivalent qualification in Law, Public Management and Administration or Professional Ethics ●Extensive, relevant experience and knowledge of the Public Service and its Regulatory Framework especially the extent to which it relates to professional ethics ●Operational knowledge of MS Office (Word, Excel and Outlook) ●Analytical and investigative skills ●Experience in report writing ●Ability to communicate with stakeholders, both in writing and verbally (A valid driver’s licence.

DUTIES
:
●Administrating the process of managing conflicts of interest in the Public Service (Monitor compliance to the Financial Disclosure Framework (Administration of the Financial Disclosure Framework (Promote the management of conflicts of interest and good Governance practices in the Public Service (Provide feedback and advice to departments and other stakeholders on project findings (Draft  reports (Manage staff.

ENQUIRIES
:
Mr J Mentoor Tel. (012) 352 1127

POST 47/38
:
ASSISTANT DIRECTOR: MANAGEMENT OF CONFLICTS OF INTEREST (2 POSTS) (REF: ASD/MCI/11/07)

SALARY
:
R 157 686 per annum

REQUIREMENTS
:
Ideal candidate profile: (An experienced person with an appropriate recognized Bachelor’s degree or equivalent qualification in Law, Public Management and Administration or Professional Ethics ●Extensive, relevant experience and knowledge of the Public Service and its Regulatory Framework especially the extent to which it relates to professional ethics ●Operational knowledge of MS Office (Word, Excel and Outlook) ●Analytical and investigative skills ●Experience in report writing ●Ability to communicate with stakeholders, both in writing and verbally (A valid driver’s licence.

DUTIES
:
●Assist in administrating the process of managing conflicts of interest in the Public Service ●Monitor compliance to the Financial Disclosure Framework ●Administration of the Financial Disclosure Framework ●Promote the Management of Conflicts of Interest and good Governance practices in the Public Service ●Provide advice and feedback to departments and other stakeholders on project findings ● Assist in drafting reports ( Provide advice and support to departments with regard to the Management of Conflicts of interest (Research, monitor and evaluate trends with regard to the Management of Conflicts of Interest.

ENQUIRIES
:
Mr J Mentoor Tel. (012) 352 1127

POST 47/39
:
PRINCIPAL STATE ADMIN OFFICER
SALARY
:
R157 686 per annum 

CENTRE
:
Free State Regional Office

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

DUTIES
:
Assist in articulating the PSC programmes in the province. Assist in setting up and maintaining a provincial monitoring and evaluation systems. Handle the monitoring and evaluation function in matters pertaining  to service delivery, policy and legislation in the province. Assist in handling matters pertaining to HOD evaluations in provincial Departments, budgetary matters and ensuring operational level of efficiency in resource management (human and physical resources) of the Regional Office. Ensure a balance and holistic approach/efforts in managing his/her function. 

ENQUIRIES
:
Ms S Santho Tel (051)448 8696.
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.
NOTE
:
An indication by candidates in this regard will facilitate the processing of applications. If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. People with disabilities are encouraged to apply. Applications should be submitted on Form Z83, obtainable from any Public Service Department and must be accompanied by a comprehensive CV, certified copies of qualifications and identification document. Should you not hear from us within the next two months, please regard your application as unsuccessful. Please forward your application, quoting the relevant reference number, to the address mentioned at each post. Note: It is the responsibility of all applicants to ensure that foreign and other qualifications are evaluated by SAQA. Recognition of prior learning will only be considered on submission of proof by candidates. Kindly note that your appointment is subjected to verification of qualifications and a security clearance. NB: no faxed or e-mailed applications will be accepted.

CLOSING DATE

30 November 2007

MANAGEMENT ECHELON

POST 47/40
:
DIRECTOR: FINANCE (REF 2007/1102)



Key Purpose Statement: Ensure sound financial management and Procurement practices in the Regional Office.  As part of the senior management, contribute in the strategic positioning of the Regional Office.
SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the Senior Management Service)

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
A Bachelor degree in Accounting and Financial Management. Knowledge of Public Finance and Management Act and its Regulations. Knowledge of Preferential Procurement Policy Framework Act and sound understanding of the Government’s Supply Chain Management Framework. Proven communication and interpretation skills at all levels. Sound analytical and problem solving skills. Computer literacy. Relevant management experience

DUTIES
:
Ensure successful application of sound financial management practices compliant with the Public Finance and Management Act and Generally Recognized Accounting Practices in the Regional Office. Ensure successful application of sound procurement practices compliant with the Preferential Procurement Policy framework Act and the Government’s Supply Chain Management Framework. Analyze the Regional Office’s financial and general operating environment and identify trends and opportunities for business process improvement. Prepare annual budgets and update forecasts in line with the department wide priorities. Manage and advise management on the effective utilization of financial resources. Ensure effective utilization of financial resources allocated to the Finance function. Contribute to the strategic positioning and the overall management of the Regional office. Coach and develop staff.

ENQUIRIES
:
Mr R Samuel, Tel (051) 400 8702

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

OTHER POSTS

POST 47/41
:
CHIEF ELECTRICAL ENGINEER: PROFESSIONAL SERVICES (REF 2007/1098)

SALARY
:
All inclusive salary package of R369 000 per annum 

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
An appropriate Bachelor’s degree in Electrical Engineering or equivalent qualification at that level * Registration with the Engineering Council of South Africa as a Professional Engineer as well as a Government Certificate of Competency in Electrical Engineering * At least five 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 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 * 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 * A well-developed attention to detail, engineering observation and design skills as well as strong analytical and innovative problem solving skills * Knowledge of Project Management, computer literate, strong verbal and written communication skills * Interpersonal relations (good human relations) and good training skills * A valid driver’s (minimum code EB).

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 of mechanical services * Assist legal services with contractual matters relating to mechanical contracts * Monitoring standards of installations, operations, maintenance and records * Assist Legal Services with contractual matters relating to electrical contracts * Advise on the suitability of professional engineers for registration on departmental roster of consultants.

ENQUIRIES
:
Mr E.F. Oosthuizen, Tel. (041) 408-2045

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

FOR ATTENTION
:
Ms F Clark

POST 47/42
:
ASSISTANT DIRECTOR: MARKETING (REF 2007/1096)



Communications & Marketing 



Purpose: To effectively manage and administer the marketing component in the process of rendering professional support to the Directorate: Marketing and Public Relations

SALARY
:
R196 815 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma in Marketing or related qualification. Relevant 3 years of experience in a similar role within a marketing environment. Good knowledge of integrated marketing communication management and application. Knowledge of marketing principles and tools for market research and data gathering. Understanding of above and below the line marketing. Code 8 drivers license. Excellent people relation skills. Good communication skills, excellent writing skills - proof read, review press releases, write copy for letters, website articles Ability to conceptualize design briefs and experience working with Ad/design agencies. Computer literacy. Knowledge of graphic designing. IMM/MFSA membership

DUTIES
:
Participate in the development of the strategic and tactical marketing and positioning initiatives of the department. Be responsible for the creative coordination of promotions, branding, advertising, exhibitions, image, corporate gifts etc. To manage the promotional items store room and maximize the marketing benefits from each promotional initiative. To develop a measurement system to determine effectiveness of marketing initiatives. Website coordination of content through, liaising with relevant divisions to update their section.

ENQUIRIES
:
Ms L Mofokeng, Tel (012) 337 2819

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 47/43
:
ASSISTANT DIRECTOR: HUMAN RESOURCE RECRUITMENT (REF 2007/1097)

SALARY
:
196 815 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Bachelor’s Degree/ National Diploma in Human Resource Management/ Social Science or related field with relevant years of experience recruitment and selection processes. Understanding of enabling legislations (BCEA, Employment Equity Act, LRA, SDA, PSA, etc). Knowledge of PERSAL. Candidate must have Organisational skills, Change/diversity Management, Problem solving skills, Presentation and report writing skills. Personal Attributes: Ability to communicate at all levels, People oriented, Hard Working, Ability to work under pressure and work independently. 

DUTIES
:
The management of the implementation and maintenance of recruitment policies. The facilitation, coordination and implementation of advertising processes. The coordination and implementation of recruitment and selection processes. The administration of recruitment section. Execute any other given duties by the supervisor. 

ENQUIRIES
:
Mrs T Ntabeni, Tel (012) 337 2688/ or 



Ms M Masubelele, Tel (012) 337 2768

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 47/44
:
SENIOR PERSONNEL PRACTITIONER X2 (REF 2007/1109)



Human Resource Recruitment

SALARY
:
R132 054 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A National Diploma/Degree in HR. Knowledge of standard practices, processes and procedures related to HR recruitment and planning. Practical knowledge of PERSAL Understanding of Minimum Information Security Standards (MISS) Act., Public Service Act and Regulations, Employment Equity Act, Basic Conditions of Employment Act, Collective agreements, Codes of Remuneration. Computer literacy (MS word, Excel, PowerPoint). The following skills will be an added advantage: Basic numeracy, interpersonal and diplomacy skills, general administration and organisational skills, ability to work with confidential information, analytical thinking, and problem solving skills, communication and report writing abilities. The candidate should be innovative and creative. Ability to work under stressful situations. People orientated, trustworthy, assertive, hard-working, self-motivated, and ability to work in a team.

DUTIES
:
Provide administrative support to recruitment and selection processes. Advertising of posts. Ensure adherence to effective implementation of policies, regulations and Acts with regard to HR recruitment and planning. Process appointments, transfers, promotions, relocations and movements on the PERSAL system. Maintain and provide related statistical information. Ensure provisioning of stationary to the section and the payment of related expenses.
ENQUIRIES
:
Mrs T Ntabeni, Tel (012) 337 2688/ or 



Ms M Masubelele, Tel (012) 337 2768

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 47/45
:
CHIEF WORKS MANAGER (BUILDING) (REF 2007/1099)



Facilities Management

SALARY
:
R132 054 per annum

CENTRE
:
Bloemfontein Regional Office

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

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

ENQUIRIES
:
Mr. T Matutoane Tel. (051) 400 8700

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

FOR Attention
:
Mr CTI Mofokeng

POST 47/46
:
CHIEF WORKS MANAGER (ELECTRICAL) (REF 2007/1100)



Works Management

SALARY
:
R132 054 per annum

REQUIREMENTS
:
Trade tested electrical artisan with an un-endorsed wireman’s license with at least three years experience in the built environment, or a National Diploma in the electrical field with five years practical and relevant experience. A valid drivers license, computer literacy, knowledge and understanding of OHSA, PFMA, National Building Regulations, Wiring code Sans 10142, Governments Procurement system, project management and facilities management. Willingness to travel, technical reporting, programme, project and financial management skills.

DUTIES
:
Assist Control Works Manager with the management of Electrical projects. Attend to planned maintenance request from the clients. Inspect leased building, optimum use of electrical equipment and installations. Ensure building work and drawings comply with the OHS Act. Inspect and certify municipal account on electricity consumption. Compile scope of works and prepare estimates as well as technical reports. Certify and verify invoices. Prepare and compile submissions and progress reports on a monthly basis.

ENQUIRIES
:
Mr P Keble, Tel (041) 408 2194

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

FOR ATTENTION
:
Ms F Clark

POST 47/47
:
CHIEF WORKS MANAGER (MECHANICAL) (REF 2007/1101)


Works Management

SALARY
:
R132 054 per annum

REQUIREMENTS
:
Relevant recognized qualification accompanied by proven technical experience or N3 plus trade test completed successfully plus 5 years technical experience in the mechanical field. A valid driver’s license, computer literacy, knowledge and understanding of PFMA, OHSA, National Building Regulations, Environmental sound analytical and good written and verbal communication skills.

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

ENQUIRIES
:
Mr P Keble Tel: 041 408 2194

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

FOR ATTENTION
:
Ms F Clark

POST 47/48
:
ADMINISTRATIVE OFFICER: PROPERTY PAYMENTS (REF 2007/1095)

SALARY
:
R106 335 per annum 

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
An appropriate Degree/ National Diploma or equivalent Qualification with Accounting as a passed subject. Experience in property industry will be an added advantage. Basic understanding of public finance Management Act and other property related legislation. Financial reconciliation and numerical skills. Good Verbal and written communication skills. Good Interpersonal relations. Computer literacy.

DUTIES
:
Payments of accounts received from Municipalities Services providers and landlords, in respect of rates Municipal services and accommodation leased by the Department. Compilation and rendering of accounts to tenants and clients, in respect of accommodation and service provided by the Department. Handling of enquiries from municipalities, follow up balances on relevant accounts.

ENQUIRIES
:
Mr MT Chauke, Tel 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 47/49
:
INDUSTRIAL TECHNICIAN (REF 2007/1103)


Quantity Surveying Services

SALARY
:
R106.335

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
National Diploma in building (T/N/S) and relevant experience;  computer literacy (QS measuring programme, MS Office);  knowledge and understanding of the following construction design and construction;  applicable legislation and standard system of measuring builder’s work;  norms and standards;  Occupational Health and Safety Act as well as Building Regulations;  technical knowledge of the general built environment;  technical aptitude skills;  ability to work with consultants, professionals and staff at various levels. Interns with work experience in the department will receive preference.

DUTIES
:
Visit sites; prepare estimates;  advice on Quantity Surveying matters;  prepare reports and material schedules;  Occupational Health and Safety environmental requirements;  evaluate consultant design and identify deficiencies and areas of non-compliance;  under site measurement surveys and evaluates architectural;  structural structures; determine and report progress;  faults and snags;  determine compliance with technical standards and regulations;  measure and record findings;  maintain technical information and specifications;  establish and foster relations and communicate findings with clients.

ENQUIRIES
:
Mr. E.F. Oosthuizen, Tel. (041) 408-2045

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

FOR ATTENTION
:
Ms F Clark

POST 47/50
:
SENIOR INDUSTRIAL ARCHITECTURAL TECHNICIAN X 4 POSTS (REF 2007/1106)


Professional Services

SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
National Diploma in Build environment with a minimum year of relevant experience or N6 in Engineering studies plus 2 years relevant experience. A valid driver’s license; Computer literacy; Knowledge and understanding of the following:  Architectural design and construction, Applicable legislation and Architectural requirements, norms and standards, Occupational Health and Safety Act as well as Building Regulations, Technical knowledge of the general built environment. Technical aptitude and skills. Ability to work with Consultants, professionals and staff at various levels.

DUTIES
:
Draft designs, prepare architectural and material schedules, prepare/redraw as-built drawings, ensure compliance of drawings with built regulations and other legal, occupational health and safety and environmental requirements.  Evaluate consultant design and identify deficiencies and areas of non-compliance under site measurement to surveys and evaluate architectural structures.  Determine and report progress, faults and snags.  Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. Establish and foster relations and communicate findings with clients. 

ENQUIRIES
:
Mr MS Madzebe (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 47/51
:
SENIOR INDUSTRIAL TECHNICIANS X3 (REF 2007/1110)


Architectural

SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
National Diploma in Architecture (T/N/S stream) with relevant experience. A valid driver’s license, Computer Literacy, Knowledge and Understanding of the following: Architectural Design and Construction, Applicable Legislation and Architectural Requirements, Norms and Standards, Occupational Health and Safety Act as well as Building Regulations, Technical Knowledge of the general built Environment, Technical Aptitude and Skills. Computer Literacy (AutoCAD; MS Office). Ability to work with Consultants, Professionals and Staff at various levels. 

DUTIES
:
Draft Designs, prepare Architectural and material schedules, prepare/ Redraw as-built drawings; ensure compliance of drawings with building Regulations and other Legal, Occupational Health and Safety and Environmental requirements. Maintain good filing systems for drawings; maintain the Architectural Library as well as the Architectural Stationary. Architectural Structures. Determine and Report progress, faults snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. Establish and Foster Relations and Communicate findings with clients.

ENQUIRIES
:
Ms Ellie van der Hoven; Tel (021) 402 2255

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 47/52
:
SENIOR SECURITY OFFICER (REF 2007/1107)



Security Services

SALARY
:
R 85 365 per annum

CENTRE
:
Mafikeng Regional Office

REQUIREMENTS
:
Senior Certificate, PSIRA Security Training Certificate and relevant experience in security services/ risk management (safety and security of information, assets and personnel). A valid driver’s license (Code 08).  Computer skills. Good verbal and written communication skills and the ability to negotiate at all levels coupled with good interpersonal skills. Good analytical, planning, organizing and financial skills. Ability to work in a team is necessary. Good Typing skills. Willingness to undergo security clearance is necessary.

DUTIES
:
Duties and responsibility: Keep and maintain the files of security staff members. Assist in the requisitions of stationery for security services. Take minutes of   meetings of security section. Assist in the ordering and procurement of security registers including pocket books, Occurrence books as well as instruction books. Assist in the production of Identification Access cards for staff members. Assist with any other general duties related to security the field to be assigned by your supervisor.

ENQUIRIES
:
Mr S Ratau, Tel (018) 384 9331 ext 2300

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 120, Mafikeng, 2735 or Hand delivered 2nd Floor West Gallery, Mega City 

FOR ATTENTION
:
Mr HS Dlamini 

POST 47/53
:
SENIOR SECURITY OFFICER (REF 2007/1108)


Security Management

SALARY
:
R85 362 per annum

REQUIREMENTS
:
A Senior certificate and grade PSIRA certificate with relevant experience. (Bachelors degree/National diploma or studying towards security management will be an added advantage), A candidate must be familiar with security legislations. Knowledge of OHSA, Minimum Information Security Standard. Willingness to undergo security clearance. Computer literacy, ability to work independently. Analyse problem areas and to initiate corrective measures. Valid driver’s license and willingness to travel on a regular basis. Good communication skills at all level. Good writing and analytical skills. Knowledge of security systems will be an added advantage.

DUTIES
:
The supervision of the effective delivery of security services. The provision of support to the administration of security services. Security control room functions.

ENQUIRIES
:
Ms M Mangia, Tel: 041 408 2082

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

FOR ATTENTION
:
Ms F Clark

POST 47/54
:
SECURITY OFFICER (REF 2007/1105)



Security Management

SALARY
:
R58 290 per annum

REQUIREMENTS
:
A Senior certificate or equivalent qualification| Knowledge and sufficient experience in security related duties| Knowledge in the application of the Minimum Information Security Standards (MISS) document| Good communication skills (Written and Verbal) and interpersonal relations.

DUTIES
:
Protect and safeguard premises, people and equipment by means of access control Conduct patrols and inspections. Search people, premises and vehicles. Maintain security. Escort visitors, contractor and personnel. Secure buildings, premises and assets. Report defects and breaches. Safekeeping of keys. Reception duties. Update security registers.

ENQUIRIES
:
Ms M Mangia, Tel: 041 408 2082

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

ANNEXURE K
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
:
30 November 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 47/55
:
SOCIAL WORK MANAGER: NATIONAL ADOPTIONS


Directorate: Adoptions and International Social Services

SALARY
:
R369 000 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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Services Professions PLUS sufficient experience in the field of National Adoptions. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service Legislative Framework. Willingness to travel.  Competencies needed: Planning and organizing skills. Research, monitoring and evaluation skills. Analytical and project management skills. Financial management skills. Communication (written and verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills. Leadership skills.  Attributes: Willingness to work in a team and independently. Self-starter. Diversity commitment. Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Manage the development, coordination and evaluation of policy, practice guidelines, minimum norms and standards on national adoptions. Facilitate the development of guidelines on national adoptions. Manage the development and planning of national adoption programmes and interventions to render a social service to adoptable children and adoptive parents. Facilitate and monitor the Registrar of adoptions. Facilitate the development of the Register of Adoptable Children and Adoptive Parent (RACAP). Monitor and evaluate services provided by accredited organisations of national agencies. Manage, plan and ensure that social work research and development are undertaken and keep up to date with new developments in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of national adoptions and to provide inputs, where required, into the work of such departments and other organisations. Manage and provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on national adoptions. Manage of social work unit to ensure that an efficient and effective social work service is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere Tel no (012) 312-7948

POST 47/56
:
SOCIAL WORK MANAGER: ORPHANS AND VULNERABLE CHILDREN


Directorate: Orphans, Vulnerable Children and ECD

SALARY
:
R369 000 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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Services Professions PLUS sufficient experience in the field of children and families with special focus on orphans and vulnerable children. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service Legislative Framework, policies, legislation and programmes pertaining to children and families with special focus on orphans and vulnerable children. Competencies needed: Planning and organizing skills. Research, monitoring and evaluation skills. Analytical and project management skills. Financial management skills. Communication (written and verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills. Leadership skills.  Attributes: Willingness to work in a team and independently. Self-starter. Diversity commitment. Willingness to work under pressure. Willingness to travel.

DUTIES
:
Key Responsibilities: Manage the development, coordination and evaluation of policies, practice guidelines, minimum norms and standards in respect of orphans and vulnerable children.  Facilitate and coordinate the mainstreaming needs of orphans and vulnerable children into social services to children and families. Manage the development and planning of programmes pertaining to orphans and vulnerable children and interventions to render a social service to children and families. Monitor and evaluate services provided by accredited organisations of orphans and vulnerable children. Manage, plan and ensure that social work research and developments are undertaken and keep up to date with new developments in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of orphans and vulnerable children and to provide inputs, where required, into the work of such departments and other organisations. Manage and provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on orphans and vulnerable children. Manage a social work unit to ensure that an efficient and effective social work service is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms PM Maaga Tel no: (012) 312- 7389

POST 47/57
:
SOCIAL WORK MANAGER: STREET CHILDREN AND CHILDREN WITH SPECIAL NEEDS 


Directorate: Orphans, Vulnerable Children & ECD

SALARY
:
R369 000 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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of children and families with special focus on street children and children with special needs. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service Legislative Framework, policies, legislation and programmes pertaining to children and families with special focus on street children and children with special needs. Willingness to travel.  Competencies needed:  Planning and organizing skills. Research, monitoring & evaluation skills. Analytical and project management skills. Financial management skills. Communication (written and verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills. Leadership skills.  Attributes: Willingness to work in a team and independent. Self-starter. Diversity commitment. Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Manage the development, coordination and evaluation of policies, practice guidelines, minimum norms and standards in respect of street children and children with special needs. Facilitate and coordinate the mainstreaming of needs of street children and children with special needs into social services to children and families. Manage the development and planning of programmes pertaining to street children and children with special needs and interventions to render a social service to children and families. Monitor and evaluate services provided by accredited organisations of street children and children with special needs. Manage, plan and ensure that social work research and developments are undertaken and keep up to date with new developments in the social work and management fields. Liaise/ attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of street children and children with special needs and to provide inputs, where required, into the work of such departments and other organisations. Manage and provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on street children and children with special needs. Manage a social work unit to ensure that an efficient and effective social work service is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms PM Maaga Tel no: (012) 312- 7389

POST 47/58
:
SOCIAL WORK ADVANCED SPECIALIST: CHILD ABUSE, NEGLECT AND EXPLOITATION (POLICY PACKAGE)



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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of exploitation of children, such as: child trafficking, child labour, child abduction, child pornography and commercial sexual exploitation of children. Knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies on child abuse and neglect and exploitation as well as policy and programme planning and implementation. Knowledge of the Public Service Legislation Framework. Willingness to travel.  Competencies needed: Monitoring and evaluation skills. Stakeholder management skills. Communication ( written and verbal) skills. Planning and organising skills. People management skills. Project management skills. Policy development skills. Financial management skills. Counselling skills. Quality control skills. Facilitation skills.  Attributes:  Willingness to work in a team and independent. Self-starter. Diversity commitment. Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Develop, coordinate and evaluate the implementation of the Policy and Strategic Plan on the prevention and management of child abuse, neglect and exploitation, protocol on the management of child abuse and the minimum norms and standards of child abuse, neglect and exploitation. Ensure ongoing review and alignment to the child care legislation as well as the Policy Framework and Strategy on the prevention and management of child abuse, neglect and exploitation. Facilitate a child protection service of the highest, most advanced and specialized standard which will enhance the protection of abused, neglected and exploited children. Ensure an intersectoral collaboration of national stakeholders regarding child protection issues. Facilitate planning, development, implementation of programmes and interventions on social services to children who have been abused, neglected and exploited. Monitor, quality assurance and evaluation of programmes and services pertaining to designated child protection organisations. Ensure that research to determine the nature and extent of child abuse and neglect is undertaken. Provide advice and guidance on issues pertaining to policies, legislation, monitoring and evaluation, norms and standards with regard to child abuse, neglect and exploitation of children. Manage a social work unit to ensure that an efficient and effective social work service is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere Tel no: (012) 312- 7948

POST 47/59
:
SOCIAL WORK ADVANCED SPECIALITST: CHILD EXPLOITATION


Directorate: Child Protection
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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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of exploitation of children, such as: child trafficking, child labour, child abduction, child pornography and commercial sexual exploitation of children. Knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service Legislative Framework.  Competencies needed: Planning and organizing skills. Research, monitoring & evaluation skills. Analytical and project management skills. Financial management skills. Communication (written & verbal) skills. Policy development skills. Negotiation skills. Counselling skills.  Attributes:  Willingness to work in a team and independent. Self-starter. Diversity commitment. Willingness to work under pressure. Willingness to travel.

DUTIES
:
Key Responsibilities: Develop, coordinate and evaluate policy, practice guidelines, minimum norms and standards on child labour, child trafficking, child abduction and commercial sexual exploitation of children. Facilitate a child protection service of the highest, most advanced and specialized standards which will enhance the protection of exploited children. Ensure an intersectoral linkage between key national stakeholders regarding child labour, child trafficking, child abduction and commercial sexual exploitation of children. Facilitate the planning, development and implementation of programmes and interventions to render a social service to children who have been exploited. Monitor and evaluate programmes and services pertaining to exploitation of children. Plan and ensure that social work research and development is undertaken to keep up to date with new developments in the social work and management fields. Liaise/ attend meetings with other departments in the field of children and to provide inputs, where required, into the work of such departments and other organisations. Provide advice and guidance on issues pertaining to policies, legislation, international instruments and related issues on child labour and sexual exploitation. Manage a social work unit to ensure an efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere Tel no: (012) 312-7948

POST 47/60
:
SOCIAL WORK ADVANCED SPECIALIST: FOSTER CARE


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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of foster care services. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of Public Service Legislative framework and Policies pertaining to child and youth care centres. Knowledge of Child care services. Willingness to travel.  Competencies needed: Planning and organizing skills. Research, monitoring & evaluation skills. Analytical and project management skills. Financial management skills. Communication (written & verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills.  Attributes: Willingness to work in a team and independent. Self-starter. Diversity commitment.  Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Develop, coordinate and evaluate policy, practice guidelines, minimum norms and standards on foster care. Facilitate foster care services of the highest, most advanced and specialized standards to enhance the protection of children in need of foster care services. Facilitate and coordinate the mainstreaming of foster care services through intersectoral linkage of key national departments. Monitoring and evaluation programmes and services pertaining to foster care services. Plan and ensure that social work research and development are undertaken to keep up to date with new development in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of foster care to provide inputs, where required, into the work of such departments and other organisations. Provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on foster care services. Manage a social work unit to ensure that an efficient and effective social work service is delivered through efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere Tel no: (012) 312-7948

POST 47/61
:
SOCIAL WORK ADVANCED SPECIALIST: NATIONAL ADOPTIONS


Directorate: Adoptions and International Social Services

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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Services Professions PLUS sufficient experience in the field of National Adoptions. Advanced knowledge and understanding of human behaviour and social systems. Knowledge of related child care legislation and policies. Willingness to travel.  Competencies needed:  Planning and organizing skills. Research, monitoring and evaluation skills. Analytical and project management skills. Communication (written and verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills.  Attributes: Willingness to work in a team and independently. Self-starter. Diversity commitment. Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Ensure the development, coordination and evaluation of policy, practice guidelines, minimum norms and standards on national adoptions. Develop a strategy to promote national adoptions and monitor the implementation thereof. Ensure that the adoption registrar is kept up to date. Develop and monitor the Register of Adoptable Children and Adoptive Parent (RACAP). Monitor and evaluate programmes and services provided by national agencies. Plan and ensure that social work research and development are undertaken and keep up to date with new developments in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of national adoptions and to provide inputs, where required, into the work of such departments and other organisations. Provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on National Adoptions. Manage the social work unit to ensure that an efficient and effective social work services is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere Tel no: (012) 312-7948

POST 47/62
:
SOCIAL WORK ADVANCED SPECIALIST: ORPHANS AND VULNERABLE CHILDREN


Directorate: Orphans and Vulnerable Children

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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Services Professions PLUS sufficient experience in the field of orphans and vulnerable children. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of Public Service Legislative Framework. Willingness to travel.  Competencies needed:  Planning and organizing skills. Research, monitoring and evaluation skills. Analytical and project management skills. Financial management skills. Communication (written and verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills.  Attributes: Willingness to work in a team and independently. Self-starter. Diversity commitment. Willingness to work under pressure.

DUTIES
:
Key Responsibilities: Ensure the development, coordination and evaluation of policy, practice guidelines, minimum norms and standards on Orphans and Vulnerable Children. Facilitate and coordinate the mainstreaming of services for Orphans and Vulnerable Children. Facilitate the development and planning of programmes and interventions to render a social service to orphans and vulnerable children through the efficient, economical and effective utilization of financial resources. Monitor and evaluate programmes and services pertaining to orphans and vulnerable children. Plan and ensure that social work research and developments are undertaken and keep up to date with new developments in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of orphans and vulnerable children with special needs to provide inputs, where required, into the work of such departments and other organisations. Provide advice and guidance on issues pertaining to policies, legislations, international instruments and related issues on orphans and vulnerable children. Manage the social work unit to ensure that an efficient and effective social work services is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Ms PM Maaga  Tel: (012) 312-7389

POST 47/63
:
SOCIAL WORK ADVANCED SPECIALIST: RESEARCH MONITORING AND EVALUATION


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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Services Professions PLUS sufficient experience in the field of research, monitoring and evaluation . Knowledge of Child Care legislation, Children’s Act process, capacity building, child care services and policy development. Knowledge of  Norms and Standards.  Competencies needed:  Negotiation skills. Planning and organizing skills. Presentation skills. Management skills. Computer literacy. Financial management skills. Problem solving skills. Communication (written & verbal) skills. Interpersonal relations skills. Analytical skills. Development Quality Assurance skills.  Attributes: Positive. Confident. Accurate. Systematic. Logical. Independent. Drive. Problem solving. Ability to work under pressure.

DUTIES
:
Key Responsibilities: Develop a monitoring and evaluation (M&E) framework (indicators) to implement policies and the Children’s Act. Monitor the implementation of a M&E tool by way of site visits and progress reports. Capacitate officials of the provincial Departments of Social Development on the impact analysis of service delivery and undertake Developmental Quality Assurance (DQA) of services.  Liaise/attend meetings with other departments and non-government institutions to take cognizance of the latest developments in the field of children and to provide inputs, where required, into the work of such departments and other organizations. Facilitate, draft, review, refine and conduct quality control  of documents, reports, memorandums and presentations pertaining to M&E. Contribute to management of Ministerial or any other enquiries (also from the public) regarding the implementation of the Act. Serve as a technical advisor and guidance on issues pertaining to monitoring and evaluation and implementation of the Children’s Act.  Manage a social work unit to ensure that an efficient and effective social work service is delivered through efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere  Tel: (012) 312-7948

POST 47/64
:
SOCIAL WORK ADVANCED SPECIALIST: STREET CHILDREN AND CHILDREN WITH SPECIAL NEEDS


Directorate: Orphans, Vulnerable Children and ECD

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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of street children and children with special needs. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service Legislative Framework.  Competencies needed: Planning and organizing skill. Research, monitoring & evaluation skills. Analytical and project management skills. Financial management skills. Communication (written & verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills.  Attributes: Willingness to work in a team and independent. Self-starter. Diversity commitment. Willingness to work under pressure. Willingness to travel.

DUTIES
:
Key Responsibilities: Ensure the development, coordination and evaluation of policy, practice guidelines, minimum norms and standards on street children and children with special needs. Facilitate and coordinate the mainstreaming of services for street children and children with special needs. Facilitate the development and planning of programmes and interventions to render a social service to street children and children with special needs through the efficient, economical and effective utilization of financial resources. Monitor and evaluate programmes and services pertaining to street children and children with special needs. Plan and ensure that social work research and developments are undertaken and keep up to date with new developments in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of street children and children with special needs to provide inputs, where required, into the work of such departments and other organisations. Provide advice and guidance on issues pertaining to policies, legislation, international instruments and related issues of street children and children with special needs. Manage a social work unit to ensure an efficient and effective utilization of human resources.

ENQUIRIES
:
Ms PM Maaga  Tel: (012) 312-7389

POST 47/65
:
SOCIAL WORK ADVANCED SPECIALIST: CHILD AND YOUTH CARE CENTRES 


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
:
Appropriate recognized Bachelors Degree (or equivalent qualification) in social work and registration with the South African Council for Social Service Professions PLUS sufficient experience in the field of child and youth care centres. Advanced knowledge and understanding of human behaviour and social systems. Extensive knowledge of related child care legislation and policies. Knowledge of the Public Service legislative framework and Policies pertaining to child and youth care centres. Knowledge of Child Care services. Willingness to travel. Competencies needed: Planning and organizing skills. Research and monitoring  & evaluation skills. Analytical and project management skills. Financial management skills. Communication (written & verbal) skills. Policy development skills. Presentation skills. Negotiation skills. Counselling skills. Attributes: Willingness to work in a team and independent. Self-starter. Diversity commitment. Willingness to work under pressure. 

DUTIES
:
Key Responsibilities: Develop, coordinate and evaluate policy, practice guidelines, minimum norms and standards on child and youth care centres. Align the provision of child and youth care centre programmes with the new Children’s Act and Children’s Amendment Bill. Facilitate planning, development and implementation of programmes and interventions on social services to children in child and youth care centres. Ensure inter-sectoral collaboration of national key stakeholders in the child and youth care sector. Ensure monitoring and evaluation through Developmental Quality Assurance (DQA) of programmes and services to children in child and youth care centres. Plan and ensure that social work research and development are under taken and keep up to date with new development in the social work and management fields. Liaise/attend meetings with other departments and non-government institutions to take cognisance of the latest developments in the field of child and youth care centres to provide inputs where required. Provide advice and guidance on issues pertaining to policies, legislation, international instruments and related issues of child and youth care centres. Manage a social work unit to ensure that an efficient and effective social work service is delivered through efficient and effective utilization of human resources.

ENQUIRIES
:
Ms MV Ngcobo-Mbere  Tel: (012) 312-7948

POST 47/66
:
DEPUTY DIRECTOR: DONOR CO-ORDINATION


Directorate: Stakeholder Management and Donor Co-ordination

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 Bachelor’s Degree or equivalent qualifications PLUS sufficient experience in the field of donor or customer relations. Knowledge of project costing. Knowledge of database management. Knowledge of Overseas Development Assistance Agency will be an added advantage. Knowledge and understanding of public service legislative framework. Knowledge of the Public Finance Management Act. Willingness to travel.  Competencies needed:  Fundraising skills. Report writing skills. Planning and organising skills. Problem solving skills. Computer literate.  Project management skills. Presentation skills. Communication (written and verbal) skills. Policy development and analysis skills. Facilitation skills. Client orientation and customer focus skills. Research skills. Coordination skills.  Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure.  Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Develop and implement donor coordination policy. Draft and implement the Donor Coordination strategy for the Department. Research and analyse new, potential and existing funding opportunities within foundations and corporate sources. Monitor donor trends and policy to feed into the Donor Coordination strategy.  Ensure consistent and regular communication to individual donors and programme managers.  Ensure regular and efficient system of contact and follow-up with donors.  Share donor information and best practices with programme managers. Contribute donor progress inputs onto the departmental intra-web. Develop and maintain the Departmental Donor Database.

ENQUIRIES
:
Ms D Fakudze  Tel: (012) 312-7997 / 7640

POST 47/67
:
DEPUTY DIRECTOR: STAKEHOLDER MANAGEMENT


Directorate: Stakeholder Management and Donor Co-ordination

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 Bachelor’s Degree / Diploma in Public Relations or equivalent qualification PLUS sufficient experience in the field of stakeholder management and customer relations. Knowledge and experience in marketing will be an added advantage. Knowledge of database management. Knowledge and understanding of Public Service Legislative framework. Willingness to travel.  Competencies needed: Public relations skills. Report writing skills. Planning and organising skills. Problem solving skills. Computer literate.  Project management skills. Presentation skills. Communication (written and verbal) skills. Policy development and analysis skills. Facilitation skills. Client orientation and customer focus skills. Research skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure.  Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Develop and implement stakeholder management policy. Draft and implement the stakeholder management strategy for the Department. Participate in strategic planning meeting of Chief Directorates. Develop and maintain partnership between government and civil society.  Initiate, develop, manage and maintain effective working relationship with stakeholders of the Department.  Provide advice on issues raised by stakeholders and make follow ups with relevant directorates.  Maintain the Departmental Stakeholder’s database. Conduct research and advice Department on protocols of stakeholders. Ensure consistent and regular communication on stakeholder management with programme managers.

ENQUIRIES
:
Ms D Fakudze  Tel: (012) 312-7997 / 7640

POST 47/68
:
ASSISTANT SOCIAL WORK MANAGER: SERVICES FOR WOMEN


Directorate: Families

SALARY
:
R196 815 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Bachelors Degree in Social Work. PLUS credible  experience in the social work field focused on women issues. Knowledge of relevant policies and legislation. Specialised knowledge on Women issues. Competencies needed:  Project management skills. Quality management skills. Financial management skills. Planning and organizing skills. Monitoring and evaluation skills. Problem solving skills. Communication (verbal & written) skills. Computer literacy. Negotiation skills. Presentation skills.  Attributes: Optimistic. Confident. Patient. Team Leadership. Interpersonal skills. Assertive. Accurate.   Systematic.  Independent. Self-driven Problem solver. Ethical.

DUTIES
:
Key Responsibilities:  Participate in the development, implementation, monitoring and evaluation of policies, strategies and programmes for service delivery to Women. Participate in the development of guidelines and minimum standards for the implementation of  the Women Strategy. Participate in the development of minimum standards for services to Women. Promote the role of Women in families. Monitor the implementation of the Women Strategy. Advocate for Women issues. Ensure the empowerment of Women in gender related issues and socio-cultural challenges. Facilitate research on issues pertaining to women to redirect services and programmes. Prepare and make presentations on Women issues. Promote partnerships with other stakeholders including civil society for service delivery to Women. Manage subordinates work plans and conduct performance assessments. Participate in Forums with regard to Women issues. Keep up to date with new developments in the social work field. Ensure that all the administrative functions required in the unit are performed to the required standard.  

ENQUIRIES
:
Dr Z Tshotsho  Tel: (012) 312-7883

POST 47/69
:
PRINCIPAL SOCIAL WORKER: QUALITY ASSURANCE


Directorate: Service Standards

SALARY
:
R196 815 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Bachelors Degree in Social Work. PLUS credible experience in quality assurance in the social work field. Registration with the South African Council for Social Service Professions. Knowledge of the social development sector. Knowledge of social service specific legislation and policies.  Competencies needed:  Communication(verbal and written) skills. Programme and project management skills. Planning and organising skills. Networking skills. Presentation skills. Monitoring and evaluation skills. Attributes: Human relations. Service and client orientated. 

DUTIES
:
Key Responsibilities: Assist in rendering an advanced and specialised social work service with regard to the implementation and promotion of quality service through compliance with the quality assurance framework. Attend to any other matters that could result in or stem from, social instability in any form. Provide support in conducting advanced and specialised quality audits aimed at identifying conditions in organisations that effect service delivery. Provide support in ensuring monitoring and evaluation of the effectiveness of the recommended interventions. Participate in studying, interpreting, applying and giving guidance on legislation and policies in the identified work fields to social workers, social auxiliary workers, students, volunteers and other role players/stakeholders. Assist in the production and maintenance of records of social work interventions, processes and outcomes. Undertake social work research and development, contribute to and assist with the development of policies. Perform all the administrative functions required of the job. Keep up to date with new developments in the social work field.

ENQUIRIES
:
Ms CM Legodu Tel: (012) 312-7548

POST 47/70
:
PRINCIPAL SOCIAL WORKER: MORAL REGENERATION


Directorate: Families

SALARY
:
R157 686 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Bachelors Degree in Social Work or equivalent qualification PLUS credible experience in social work focussing on families. Specialised knowledge and conceptualisation of moral decay as a contributory factor to vulnerability within families and acquisition of skills to intervene to promote social well-being of families. Ability and competence to assist, advocate and empower individuals, families, groups and communities to enhance their social functioning and problem-solving capabilities, prevent and alleviate stress and use resources effectively, in instances where specialised knowledge is required. Understanding and ability to provide specialised social work services towards protecting people who are vulnerable, at risk and unable to protect themselves.  Competencies needed:   Specialised skills to challenge structural sources of poverty, inequality, oppression, discrimination and exclusion. Communication (verbal and written) skills. Planning and organising skills. Monitoring and evaluation skills. Computer literacy. Negotiation skills. Presentation skills. Problem solving skills. Attributes: Positive. Confident.  Accurate. Systematic. Logical. Self drive. Ability to work in a team.  Disciplined. Punctual. Integrity.  Ability to work in a team.

DUTIES
:
Key Responsibilities:  Promote the development of services and programmes that revive positive values to address the problem of moral decay at all levels of service delivery. Render a specialised social work service through services and programmes for the revival of positive societal values in families and communities. Attend to alignment of programmes/services with a potential of predisposition to moral regeneration as well as those with a potential for a multi-disciplinary approach to the revival of acceptable societal values. Keep up to date with new developments in the social work field.  Undertake social work research and development, contribute to and assist with the development of policies. Perform all the administrative functions required of the job.

ENQUIRIES
:
Ms R Ramphenyane  Tel: (012) 312-7786

POST 47/71
:
PRINCIPAL SOCIAL WORKER: PROFESSIONAL SUPPORT


Directorate: Social Services Provider Management and Support

SALARY
:
R157 686 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Bachelors Degree in Social Work PLUS credible experience in the social work field. Knowledge of the Social Development sector. Knowledge of Social Service specific legislation and policy framework. Competencies needed: Communication (verbal and written) skills. Programme and project management skills. Planning and organising skills. Networking skills. Policy development skills. Monitoring and evaluation skills. Attributes: Human Relations. Service and client orientated.

DUTIES
:
Key Responsibilities: Render an advanced and specialised social service through liaising and interacting with relevant professional bodies. Support professional employees. Keep up to date with new developments in the social work field. Undertake social work research and development, contribute to and assist with the development of policies. Perform all the administrative functions required of the job.

ENQUIRIES
:
Ms CM Legodu Tel: (012) 312-7548

POST 47/72
:
SENIOR ADMINISTRATION OFFICER: REGISTRATION FACILITY


Directorate: NPO Compliance and Capacity Building

SALARY
:
R132 054 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognized Bachelors Degree or equivalent qualification PLUS credible experience in nonprofits governances. Conversance with various aspects of the legal framework on Nonprofits, particular the NPO Act. Ability to speak and write at least one Africa (South African) language. Willingness to travel. Knowledge of record keeping and registry requirements. Knowledge of NGO sector. Knowledge of Access to information Act, legal framework on NPO, particular the NPO Act and PFMA. Knowledge of National Archives Act and related policies. Knowledge of filing & database systems. Competencies needed:  Communication (verbal & written) skills. Planning & organisation skills. Problem solving skills. Use of technology (Computer literacy). Analytical skills. Business ethics. Job knowledge. Quality management skills.  Attributes: Positive. Confident. Participative. Patient. Accurate. Systematic & logical. Adaptable. Disciplined. Diversity Commitment. Friendly & Trustworthy. Diplomacy. Independent & self starter. Assertive. Persuasive. Ability to work in a team.

DUTIES
:
Key Responsibilities: Manage the administrative processes of Registry to achieve the objective of the Sub-directorate for the attainment of the directorate’s goal. Design and maintain a recording and filing system that will capture all correspondence received and dispatched for the Directorate. Design and maintain an internal referral system for all correspondence. Manage and monitor all activities of the registry to ensure that the performance of staff are geared toward delivery the outputs and outcomes of the Sub-directorates. Process applications for registration by capturing organizational information on the NPO database. Liaise with stakeholders and handle general enquiries. Keep and maintain statistics of applications received by the Directorate. Conduct other ad-hoc activities as and when required.

ENQUIRIES
:
Mr M Bok  Tel: (012) 312-7697

POST 47/73
:
SENIOR PROVISIONING ADMINISTRATION OFFICER


Directorate: Supply Chain Management

SALARY
:
R132 054 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors degree/Diploma at NQF level 6 in Financial Management or Logistics Management coupled with appropriate experience. Knowledge of Supply Chain Management, PFMA, Treasury Regulations, PPPFA, LOGIS Procurement Integration and LOGIS infrastructure.  The successful candidate must have already completed LOGIS I, LOGIS System Control and Basic Accounting System courses.  Competencies needed: Organising and planning skills. Communication (written and verbal) skills.  People management and empowerment skills. Computer literacy.  Problem-solving skills. Attributes:  Initiative and handling of conflict. Ability to work under pressure.
DUTIES
:
Key Responsibilities: Coordinate and maintain store administration of LOGIS. Managing and stocktaking of E-class items (warehouse), managing orders and payments, management of LOGIS and support, management of 0-9 files and assessment of suppliers.  Supervision and evaluation of subordinates. Train and advise End-Users with regard to issues pertaining to Provisioning Administration. Function as LOGIS Sub-System Controller.

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

ANNEXURE L
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF HEALTH

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

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

OTHER POSTS

POST 47/74
:
DEPUTY DIRECTOR: HIS AND IT REF NO: 70047583


Directorate: HIS and IT

SALARY
:
R311 358 – 360 909 (all inclusive remuneration package)

CENTRE
:
Ekurhuleni District Services

REQUIREMENTS
:
Grade 12 with more than 10 years experience or tertiary qualification in IT. A valid driver’s license. Recommendations: Extensive knowledge of Finance , HR matters, training , planning and organizing , computer, networks, system administrator, Microsoft product specialist, compilation of management reports, research/analysis, programme/project management/ planning, procurement directives and procedures.

DUTIES
:
Conduct research, plan, develop and improve computer based information systems, software and related concepts as well as maintain management systems such as databases to ensure integrity and security of data. Provide assistance to users of micro/ mainframe computers and software/hardware packages in use. Control and operate computers and peripheral equipment and carry out programming tasks related to the installation and maintenance of computer hardware and software. Policy development. Multi-tasks and specialized technology functions of complex nature requiring frequent interpretation in the absence of an established framework. Control expenditure of others. Recommend budget levels. Use a variety of equipment. Control equipment used by others. Influence on buying decisions. Plan and co-ordinate the training of users on generic software packages. Identify data base problems. Control and monitor the LAN, Wan and or DATA Base planning/ implementation support and maintenance. Advise management on future Database strategies and implementation. Monitor/control computer assets. Office PC’s etc. Network equipment etc. Budget control as far as computer operations concerned.

ENQUIRIES
:
Mr D.R.Nkosi Tel No:  (011) 876 1700/1751

CLOSING DATE
:
10 December 2007

POST 47/75
:
SENIOR MEDICAL OFFICER (OBSTETRICS & GYNAECOLOGY) REF NO: 70047451



Directorate: Medical Services

SALARY
:
R 196 815 – 228 492 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/76
:
SENIOR MEDICAL OFFICER (PAEDIATRICS) REF NO: 70047452 


Directorate: Medical Services

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

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/77
:
SENIOR MEDICAL OFFICER (INTERNAL MEDICINE) REF NO: 70047453



Directorate: Medical Services

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

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/78
:
SENIOR MEDICAL OFFICER (ORTHOPAEDICS) REF NO: 70047454


Directorate: Medical Services

SALARY
:
R 196 815 – 228 492 per annum (plus benefits)

CENTRE
:
Tambo  Memorial  Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/79
:
SENIOR  MEDICAL OFFICER (GENERAL SURGERY) REF NO: 70047455



Directorate: Medical Services

SALARY
:
R 196 815 – 228 492 per annum (plus benefits)

CENTRE
:
Tambo  Memorial  Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/80
:
SENIOR MEDICAL OFFICER (EMERGENCY MEDICINE) REF NO: 700474556



Directorate: Medical Services

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

CENTRE
:
Tambo  Memorial  Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/81
:
SENIOR MEDICAL OFFICER (ANAESTHETICS) REF NO: 70047458



Directorate: Medical Services

SALARY
:
R 196 815 – 228 492 per annum (plus benefits)

CENTRE
:
Tambo  Memorial  Hospital

REQUIREMENTS
:
Registration with the HPCSA as Medical Practitioner. At least one year post community service. Good interpersonal skills.

DUTIES
:
Perform clinical duties in department. Supervise and teach junior staff. Perform overtime duties. Assist with administrative duties and participate as a team member in managing quality clinical care. Active participation in the academic activities of the department.

ENQUIRIES
:
Prof E. Joseph, Tel (011) 489 0924

CLOSING DATE
:
3 December 2007 

POST 47/82
:
ASSISTANT DIRECTOR: TRAINING REF NO: 70047541


HRD/EWP Professional Development Sub-Directorate 

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
A 3-year degree in Allied or Nursing Health Sciences. Ability to develop and / or manage curricula. Experience in the field of HIV, AIDS, STI and TB (HAST), Comprehensive Primary Health Care and the District Health System. Proof of  registration with SANC or HPCSA. Computer skills (Ms Word, Excel and Power Point), verbal and written communication skills. Planning, organization and facilitation skills. Project management, financial management, procurement procedures and research skills. Ability to work under pressure and meet set deadlines. Able to drive with a valid driver’s license.

DUTIES
:
Organize, plan, identify training needs, training co-ordination, evaluate and monitor training and development programmes of Health Care Workers, in relation to the Comprehensive HIV and AIDS Care Management and Treatment Training Programmes at all Health Institutions, Districts and Regions in the province. Organize, plan, identify training needs, training co-ordination, evaluate and monitor training and development programmes of Health Care Workers in relation to the District Health System Development Training Programme. Participate in identification of research needs and conduct relevant research. Develop relevant data bases. Assist in the analysis of relevant data and compilation of related statistics and reports. Work in collaboration with other departmental units within the province, both intra-governmental, and inter-governmental. Provide advice and support to Health Care Workers and Managers on issues relating to the Comprehensive HIV and AIDS Care, Management and Treatment Training Programme , Comprehensive Primary Health Care and the District Health System Development Training Programme. Participate in the Provincial research committee and related activities. Liaise with the Higher Education Institutions on training and research issues. Participate in curriculum development and review. Participate in related policy development and review. Participate in all activities of the Sub-directorate.
ENQUIRIES
:
Ms. N.A. Suping, Tel No: (011) 298 - 2466 

CLOSING DATE
:
03 December 2007

POST 47/83
:
CLINICAL PSYCHOLOGIST: 70047504


Directorate:  Clinical Services

SALARY
:
R 196 815 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
MSc / MA (Clinical Psychology). Registration with the HPCSA as a Clinical Psychologist. 5 years proven experience in the management and administration of Psychological services. Computer literacy. Good communication skills. Strong leadership and management abilities. Ability to communicate at both strategic and operational levels.

DUTIES
:
Administer and manage the clinical psychology unit. Train and supervise interns. Engage in research. Produce data and statistics for work place operations. Ensure compliance with HPCSA policies. Design programme for the department . The post includes teaching and training of multidisciplinary team at the hospital and in various academic settings. Preparation and compilation and submission of monthly reports. Monitor that team mentors keep accurate data.

ENQUIRIES
:
Prof Q. Mokuane, Tel No: (012) 521 4152

CLOSING DATE
:
11 December 2007

POST 47/84
:
PRINCIPAL PHARMACIST (3 POSTS) REF NO: 70047584



Directorate: Pharmacy

SALARY
:
R172 449 per annum (plus benefit 15% Scarce Skills Allowance)

CENTRE
:
East Rand Regional Health Pre-Pack Unit (Dunnottair Nigel)

REQUIREMENTS
:
The incumbent must be appropriately registered with South African Pharmacy Council (SAPC) as a pharmacist. Must have knowledge of all laws and regulations relating to Pharmacy, Computer Literacy, and knowledge of Drug Supply Management. A valid code 8 driver’s license for manual vehicles. Must have experience working as a pharmacist preferably at management level.

DUTIES
:
The incumbent will, on a rotational basis, be expected to: Supervise Drug Supply Management (DSM) teams. Supervise DSM from the East Rand Regional Pharmacy by inter alia: Supervising the procurement of medicines from the provincial Medicines Supply Depot and other sources. Supervising the pre-packing and safe storage of medicines in Line with Good Pharmacy Practice. Supervising the issuing of medicine orders to clinics in the Ekurhuleni Health District. Dispensing of psychiatric, Down Referral   and Old Age Homes. Prescriptions in line with Provincial standards Operating Procedures. Exercise budgetary control within his/her allocated section. Collect data, analyse and report on Performance Indicators within his/her allocated section. Act as tutor for Pharmacist interns and assistants. Ensure compliance with all applicable legislation. Assist with the dispensing of ARV in CCMT Clinics linked to the District Pharmacy. Assist Hospitals in the district and maintain good working relationship with them. Supervise drug supply management in the District Health Service. Assist the Pharmacist-Manager with other Regional Pharmacy Functions.

ENQUIRIES
:
Mr Marcus Mashiane Tel No:  (011) 734 5618/5936

CLOSING DATE
:
10 December 2007

POST 47/85
:
CLINICAL PSYCHOLOGIST (2 POSTS): REF NO: 70047505


Directorate:  Clinical Services

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS 
:
MSc / MA (Clinical Psychology). Registration with the HPCSA as a Clinical Psychologist. 3 years experience. Good management, analytical and communication skills. Computer literacy. Counselling and problem solving skills.

DUTIES
:
Deliver and monitor clinical services to clients. Maintain information records. Ensure compliance with HPCSA policies. Engage in research. Clinical assessments including psychometric assessments of children, adolescent, adult families and groups. Work independently in various wards and clinics with a multi disciplinary team. Guide and supervise 0interns. Discipline and evaluate sub – ordinates.

ENQUIRIES
:
Mrs C. Kruger, Tel No: (012) 521 4152

CLOSING DATE
:
11 December 2007

POST 47/86
:
ASSISTANT DIRECTOR REF NO: 70047543


HRD/EWP Professional Development Directorate. 



Sub-Directorate: Professional Services Support. 

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Central Office (78 Fox Street)

REQUIREMENTS
:
Health Sciences related Degree or Diploma (Allied or Nursing health professional) with experience in education, training, development and research. Proof of registration with SANC or HPCSA. Knowledge of computer (MS Word, Excel and PowerPoint), verbal and written communication skills, financial management, procurement procedures, Planning and organization, Project management, facilitation and research skills. Ability to work under pressure and meet set deadlines. Able to drive and valid driver’s license.

DUTIES
:
Assist in the management of the Health Professional Training & Development Grant. Participate in identification of research needs and conduct relevant research. Develop relevant data bases. Assist in the analysis of relevant data and compilation of related statistics. Organize, plan, co-ordinate and monitor training and development programmes of Health Professionals, especially in relation to continuing professional development at central office and Health institutions in the province. Responsible for related procurement & finance. Provide advice and support to Health Professionals, managers and students on issues relating to continuing professional development, training needs and research. Participate in the Provincial research committee and related activities. Liaise with the Higher Education Institutions on academic and research issues. Participate in curriculum development and review. Participate in related policy development and review. Participate and assist in special projects such as Mid-level worker training programmes, 2010, provincialization and others. Participate in all activities of the Sub-directorate.
ENQUIRIES
:
Dr. L.S. Thomas, Tel No: (011) 298 - 2330

CLOSING DATE
:
03 December 2007

POST 47/87
:
ASSISTANT DIRECTOR REF NO: 70047547


HRD/EWP – Professional Development Directorate.



Sub-Directorate: Professional Services Support

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Central Office (78 Fox Street)

REQUIREMENTS
:
Health Sciences related Degree or National Diploma(Nursing or Allied health professional) with experience in training/education or research. Proof of registration with SANC or HPCSA. Basic computer skills, financial management, procurement procedures, planning and organization, project management, facilitation and research skills. Ability to work under pressure and meet set deadlines. Able to drive with valid driver’s license.
DUTIES
:
Coordinate and manage the community service programme of the Medical doctors for the province, attend all relevant meetings. Co-ordinate & manage the Medical Internship programme, attend all relevant meetings. Co-ordinate & manage the Cuban Medical Training programme in Gauteng. Co-ordinate and manage Foreign Health Professionals’ recruitment processes. Provide support to the Cuban Doctors’ Programme in Gauteng. Compile data base for the Internship and Community Service programme. Plan and conduct relevant & related research. Serve on Provincial committees on issues relating to Community Service, Medical Internship and Cuban Medical Training. Participate in the development and review of related policies. Provide advice and support to Health Professionals, regional and institutional managers on issues relating to the Community Service programme, Medical Internship, Foreign Health Services, and Cuban Medical Training programme. Participate in all relevant activities of the Sub-directorate. Responsible for related procurement & finances.
ENQUIRIES
: 
Dr. L.S. Thomas, Tel No: (011) 298 - 2330

CLOSING DATE
:
03 November 2007

POST 47/88
:
ASSISTANT DIRECTOR REF NO: 70047548



HRD/EWP Professional Development Sub-Directorate 

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Degree in Nursing Health Sciences. Two years experience in training/education or research. Proof of registration with the South African Nursing Council. Knowledge of computer(MS Word, Excel and PowerPoint), verbal and written communication skills, financial management, procurement procedures, planning and organization. project management, facilitation and Research skills. Ability to work under pressure and meet set deadlines. Able to drive with valid driver’s license.
DUTIES
:
Organize, plan, co-ordinate and monitor training and development programmes of Nurses and Mid-level workers, especially in relation to continuing professional development. Establish and monitor development and training needs of Health Professionals and Mid-level workers. Participation in curriculum development and review. Co-ordinate and manage the Nurses’ Community Service placement and Internship programmes. Liaise with Higher Education Institutions. Provide technical advice and support to regions and institutions with regard to training and development of health professionals & mid-level workers. Participate in related policy development and review. Assist in the implementation of relevant policies and ensure that conducted courses comply with the relevant legal framework. Serve on various committees relating to training and development of Health Professionals. Participate in all activities of the Sub-directorate. Establish and participate in training groups for Health Professionals and Mid-level workers.
ENQUIRIES
:
Yvonne Skosana, Tel No: (011) 298 - 2322 

CLOSING DATE
:
03 December 2007

POST 47/89
:
ASSISTANT DIRECTOR REF NO: 70047549


HRD/EWP Professional Development Sub-Directorate 

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Tertiary qualification in the Allied Health Sciences. Two years experience in training/education or research. Proof of registration with the HPCSA. Knowledge of computer(MS Word, Excel and PowerPoint), verbal and written communication skills, financial management, procurement procedures, planning and organization. Project management, facilitation and Research skills. Ability to work under pressure and meet set deadlines. Able to drive with valid Driver’s license.
DUTIES
:
Organize, plan, co-ordinate and monitor training and development programmes of the Health Professionals and Mid-level workers, especially in relation to continuing professional development. Establish, monitor development and training needs of Health Professionals and Mid-level workers. Participation in curriculum development and review. Co-ordinate and manage the Clinical Learnerships and Internship programmes. Liaise with Higher Education Institutions. Provide technical advice and support to regions and institutions with regard to training and development of health professionals & mid-level workers. Participate in related policy development and review. Assist in the implementation of relevant policies and ensure that conducted courses comply with the relevant legal framework. Serve on various committees relating to training and development of Health Professionals. Co-ordinate and manage Community Service for Allied health professionals. Participate in all activities of the Sub-directorate. Establish and participate in training groups for Health Professionals and Mid-level workers.
ENQUIRIES
:
Yvonne Skosana, Tel No: (011) 298 - 2322 

CLOSING DATE
:
03 December 2007

POST 47/90
:
ADMINISTRATION & HR SUPPORT OFFICER REF NO: 70047551



Sub-directorate: Professional Service Support. Professional 



Development: Chief Directorate HRD/EWP

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Central Office, (78 Fox Street)

REQUIREMENTS
:
Appropriate degree or equivalent qualification. Good clerical and computer skills(e.g. MS Word & MS Excel), experience in OFFICE administration, good people and communication skills. Experience with data capturing. Extensive knowledge of government procurement policies, financial policies, administrative processes and other relevant systems. Recommendation
DUTIES
:
Setting up of meetings, minute taking, preparation and distribution there-of. Typing of memos, letters and proposals, filing of documents, photocopying and faxing documents. Handling incoming and outgoing mail and calls. Ensuring of proper document delivery and tracking to and from various offices in the department. Setting up & maintenance of electronic databases and tracking systems. Capture data for Professional Services Support on training activities & other required information. Ensure compliance in financial management & supply chain management: i.e. Ensure ordering and proper maintenance of equipment in the Sub-Directorate. Capture purchase request, forms for goods and services and follow up on procurement issues. General financial responsibilities & compile regular financial reports in the unit. Prepare & analyze monthly and quarterly reports. Carry out other duties as requested.
ENQUIRIES
:
Dr. L.S. Thomas, Tel No: (011) 298 - 2330 

CLOSING DATE
:
03 December 2007

POST 47/91
:
ASSISTANT DIRECTOR: MENTAL HEALTH REF NO: 70047585



Directorate: Mental Health

SALARY
:
R157 686 – 183 066 per annum (plus benefit 15% Scarce Skills Allowance)

CENTRE
:
Ekurhuleni District Services

REQUIREMENTS
:
An appropriate recognised Bachelors Degree or equivalent. Current registration with a recognised Professional Council in South Africa. A valid driver’s license. Recommendations: Extensive appropriate experience in District Health Services for mental health and chronic health conditions service. 

DUTIES
:
Co-ordination and support of mental health services in the Ekurhuleni Health District. Expansion and integration of Mental Health conditions into comprehensive Primary Health Care Services. Liaise with and support to state funded mental health institutions and NGO’s in the district. Assist with de-institualisation of users from institutional care to the community. Network with other sector and relevant stakeholders in the provision of mental Health Services.

ENQUIRIES
:
Dr A. Govender Tel No:  (011) 876- 1700/1802

CLOSING DATE
:
10 December 2007

POST 47/92
:
CLINICAL PSYCHOLOGIST (2 POSTS): REF NO: 70047507


Directorate: Clinical Services

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
MSc / MA (Clinical Psychology). Registration with the HPCSA as a Clinical Psychologist.  Good communication skills. Computer literacy.

DUTIES
:
Conduct clinical work with individuals, group and families. Assess, treat, counsel, rehabilitate and be able to refer to ensure continuity of care. Monitor psychological services to clients. Maintain client information records. Engage in clinical research. Work within a multidisciplinary team in a psychiatric setting.

ENQUIRIES
:
Mrs C. Kruger, Tel No :(012) 521 4152

CLOSING DATE
:
11 December 2007

POST 47/93
:
PRINCIPAL DIETICIAN: 70047506


Directorate: Clinical Services

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
Relevant degree or postgraduate diploma in dietetics. Registration with HPCSA. Minimum of two years experience as a Senior Dietician in a clinical setup. Knowledge of clinical theory, practice and ethics, Batho Pele Principles and Patients Rights Charter.

DUTIES
:
Provide, monitor and / or control optimal nutritional care to all in – and out patients. Perform therapeutic managerial duties. Implement Quality Assurance measures in all areas of work. Liaise with the members of the multi disciplinary team and communicate with stakeholders. Monitor the development and delivery of education and training. Monitor and manage the activities to market the department and the dietetics profession

ENQUIRIES
:
Mrs S. Robberts, Tel No: (012) 529 3699

CLOSING DATE
:
11 December 2007

POST 47/94
:
CHIEF PROFESSIONAL NURSE REF NO: 70047369


Directorate: Nursing

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

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Grade 12. Diploma or Degree in Nursing. Register with SANC. Must have midwifery. Good communication skills. Report writing, facilitation skills, problem solving, and knowledge of management. Planning and organizing skills. 

DUTIES
:
Provide direction and supervision for implementation of nursing plan. Implement standards, practices, criteria and indicators for quality nursing. Practice nursing and health care in accordance with laws and regulations relevant to nursing health care. Maintain a constructive working relationship with nursing and other stake holders. Utilise human material and physical resources efficiently and effectively.

ENQUIRIES
:
Mrs C.M. Mngomezulu Tel No:  (011) 531-4328

CLOSING DATE
:
28 November 2007

POST 47/95
:
CHIEF PROFESSIONAL NURSE (2 POSTS) REF NO: 70047502
SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Skinner Street Clinic

REQUIREMENTS
:
Registration with SANC as General Nurse, Midwife and Community Science.  A valid code 08 driver’s licence.  Experience in Community Nursing and Medico Legal experience will be an advantage.

DUTIES
:
Render a comprehensive Primary Health Care in clinics and community.  Responsible for total patient care to all patients in the clinic and community and outreach services in the clinic.  Assist, diagnose, prescribe, educate and advise patients and refer if necessary.  Supervise, support, evaluate subordinates and develop staff.  Ensure efficient and effective management of resources.  Collect and compile data.  Implement clinic objectives, facilitate community participation and rotate through all service points if required.  Willingness to render a 24 –hour service.

ENQUIRIES
:
Sr. I. da Gama, Tel No: (012) 354 -1654

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 December 2007

POST 47/96
:
SENIOR STATE ACCOUNTANT (REVENUE) REF NO: 70047508


Directorate: Finance

SALARY
:
R132 054 annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
National Diploma or equivalent qualification in Finance plus five years experience. Knowledge of Public Finance Management Act (1999), Treasury  regulations, Division of Revenue Act and computer literacy (MS Word, Excel, Outlook & PowerPoint). Good communication skills (written & verbal). Sound knowledge of BAS, MEDICOM & SAP. Leadership skills, management skills, good interpersonal skills, creative,  self driven and result orientated.

DUTIES
:
Management of revenue collection. Liaising with Medical Schemes and other departments. Analyse projections and actual collections of  revenue. Management of debtors. Ensure staff development & evaluation. (PMDS). Cash management, account No. 2 & petty cash reconciliation of  Medicom. Ensure that all revenue activities are in line with PFMA, DORA, Treasure Regulations and other prescripts. Supervision of sub – cashiers. Preparing monthly reports on patient fees transaction statement ( Annexure F report). Attend to audit queries and ensure recommendations are implemented.

ENQUIRIES
:
Mrs BP Nkosi, Tel No: (012) 529-3141

CLOSING DATE
:
11 December 2007

POST 47/97
:
SENIOR DIETICIAN REF NO: 70047394


Directorate: Dietetics
SALARY
:
R 106 335 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Candidate must be a qualified dietician and be currently registered with HPCSA, educated to basic degree or diploma in dietetics. The applicant must be have 2 years post registration work experience and must be able to demonstrate a good clinical knowledge of human nutrition and associated therapeutic nutrition intervention.
DUTIES
:
Effectively render optimal, cost effective and evidence based nutritional care in a tertiary setting according to the department’s quality and financial targets. To perform and complete administrative functions including report writing. To assist with the development and implementation of departmental strategic, financial and operational plans. To ensure departmental standards are maintained. Participate in the training of the dietetic and elective students. Provide appropriate, relevant and cost effective input in the food service provision of patients. To apply nutritional knowledge and therapeutic practices to ensure implementation of appropriate nutritional practices. To perform administrative functions and provide relevant statistics to support the effective smooth running of the Dietetics department. To assist with the ongoing development of clinical guidelines, policies and procedures.
ENQUIRIES
:
Ida Heyneke Tel No: (012) 354-1692

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
10 December 2007 

POST 47/98
:
SENIOR CLINICAL TECHNOLOGIST (NEOROPHYSIOLOGY) REF NO: 70047395



Directorate: Neurophysiology
SALARY
:
R 106 335 per annum (plus benefits). 

CENTRE
:
Pretoria Academic Hospital   

REQUIREMENTS
:
B Tech Clinical Technology (Neurophysiology) degree. HPCSA registration as Clinical Technologist (Neurophysiology). Practical hospital experience as Clinical Technologist.
DUTIES
:
Render clinical technological services. Supervise Students Clinical Technologists of the Unit. Provide practical training to Student Clinical Technologists. Control expenditure and consumable stock

ENQUIRIES
:
Prof. P. Bartel Tel No: (012) 354-2120/2282

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
10 December 2007 

POST 47/99
:
RADIOGRAPHY REF NO: 70047537


Directorate: Radiographer L7

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

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Appropriate tertiary Radiography qualification. Registration with the Health Professions Council of South Africa. Must be able to work shifts, night duty, public holidays, etc. 

DUTIES
:
Render a radiography service in all areas. Record keeping and data collection. Take care of equipment. Contribute to budget control in Radiography Department. Apply policies (i.e. Batho Pele, Patients Rights, Code of Conduct, etc.) Attend relevant meetings and training opportunities. 

ENQUIRIES
:
Ms M. Simmonds or J. Graham, Tel No: (011) 321-6063/4

CLOSING DATE
:
10 December 2007

POST 47/100
:
SOCIAL WORKER REF NO: 70047510


Directorate: Clinical Services

SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS 
:
A four year degree in social Work. Registration with the SACSSP. Good Interpersonal and communication skills. Ability to work under pressure.

DUTIES
:
Intervention through counselling, group work, community networking and research. Attending ward rounds, home visits and writing reports. Will be expected to rotate to the following departments: Psychiatrics, Paediatrics, Gynaecology & Obstetrics, Renal Unit, Surgical, ICU, ART, EAP, Internal Medicine and Casualty.

ENQUIRIES
:
Mrs K Monageng Tel No: (012) 521-3593

CLOSING DATE
:
11 December 2007

POST 47/101
:
SENIOR PHYSIOTHERAPIST REF NO: 70044509


Directorate: Clinical Services

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
B Sc in Physiotherapy or equivalent qualification. Registration with the Health  Professions Council of South Africa. Minimum of 3 years experience. Knowledge of the Health related policies.

DUTIES
:
To provide adequate and appropriate physiotherapy to patients. To liaise with other members of the medical team. To supervise and co –ordinate the work of junior physiotherapists and support staff. To participate in professional developmental activities of the department. To keep proper records and accurate statistics. 

ENQUIRIES
:
Mrs N.F. Serobatse ,Tel No: (012) 521-3180 / 3430

CLOSING DATE
:
11 December 2007

POST 47/102
:
FINANCIAL CLERK REF NO: 70047511


Directorate:  Finance and Supply Chain Management

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
A Senior Certificate plus extensive appropriate relevant experience. Knowledge of the PFMA and Treasury Regulations. Knowledge of aspects specifically related to Accounts Control, Expenditure Payments, Pay Sheets, pay slips and PERSAL / BAS. Computer literacy evaluation will be done (MS Word & Excel). A confidential report can be requested.

DUTIES
:
Dealing with and authorizing payments, reconciling of Supplier statements, PERSAL / BAS and relevant Transversal Systems (BAS, SAP and PERSAL). Communication

ENQUIRIES
:
Mr A. Korff, Tel No: (012) 529 3470

CLOSING DATE
:
11 December 2007 

POST 47/103
:
HEALTH INFORMATION SYSTEM OFFICER REF NO: 70047249
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade 12 plus National Diploma in Information Technology or diploma in Health Information Systems or equivalent. Knowledge of computer systems, knowledge of health information systems, compiling and analysing report and presentation of reports. Ability to operate hard and software.  
DUTIES
:
Accurate statistical database. Capturing of hospital information on the D.H.I.S. System and monthly submission. Ensure accurate hospital information to assist hospital management in decision making. Compare information with TPH 21 for accurate length of stay and bed occupancy rate. Capturing information from system and TPH 21 on excel spreadsheet to calculate correct bed occupancy rate and average length of stay. Ensure correct ward census, ensures correct cost centre, clarify performance feedback e.g. cost per P.D.E, ALOS, BOR. Practices information management. Provide vital statistics –capturing cause of death and mortality rate. Manage systems used to collect, store, process, retrieve, analysis, disseminate and communicate that information. Coding diagnosis and procedures for health care service provided to patients. Maintain / repair computer hardware and software.

ENQUIRIES
:
Mr. S.S. Mashishi, Tel No: (016) 341- 1205

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
07 December 2007 

POST 47/104
:
COMMUNICATION OFFICER REF NO: 70047476
SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
A recognized Bachelor’s Degree or Diploma (RQV13) in Communications or Public Relations and or Journalism.  Knowledge and experience in dealing with News Media and the ability to implement and interpret policies, directives and guidelines relating to health issues. Excellent verbal and written communication skills as well as interpersonal skills.  Must have at least code 08 and be computer literate.

DUTIES
:
Address and respond to patients’ complaints and do media monitoring and analysis.  Respond to queries from the Province regarding patient care.  Arrange press conference, media briefs, events, campaign management and projects.  Provide and help in the corporate image and identity of the institution.  Assist in conducting surveys and research on perceptions, information needs and other relevant areas.  Assist in the development of communication strategies and give training to managers and staff in the institution.

ENQUIRIES
:
Ms.O.J. Ubogu, Tel No: (012) 354 -5602

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 December 2007

POST 47/105
:
HUMAN RESOURCE OFFICER (LABOUR RELATIONS) REF NO: 70047477

SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
A recognized Bachelor’s Degree/Diploma in Labour Relations or equivalent qualification.  Relevant experience in Labour Relations.  A generalist with depth knowledge of related Legislation such as the Public Service Act and Regulations, collective agreements, LRA, BCEA, PFMA, Skills Development Act, etc. Proven exposure/experience in collective bargaining processes and handling of individual and collective disputes/grievances.  Good verbal and written communication skills.  Facilitation and presentation skills.  Mediation and conflict management skills. A valid driver’s licence and computer literacy.

DUTIES
:
Implementation of Labour Legislation.  Advice and consult with line managers on Labour Relation issues.  Pro actively manage departmental risk on industrial action.  Maintain Labour Relations, grievances and misconduct database.  Co-ordinate labour relations reports and advise on current trends and decided cases on misconduct.  Implement and maintain all Labour Relations programmes, policies and interventions for the hospital.  Prepare and provide relevant reports to the Head of Labour at the Region and Central Office.

ENQUIRIES
:
Ms.O.J. Ubogu, Tel No: (012) 354 -5602

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 December 2007

POST 47/106
:
SENIOR PROFESSIONAL NURSE (3 POSTS) REF NO: 70047503
SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Skinner Street Clinic

REQUIREMENTS
:
Registration with SANC as General Nurse, Midwife and Community Science. A valid code 08 driver’s licence. Experience in Community Nursing and Medico Legal experience will be an advantage.

DUTIES
:
Render a comprehensive Primary Health Care in clinics and community. Responsible for total patient care to all patients in the clinic and community and outreach services in the clinic. Assist, diagnose, prescribe, educate and advise patients and refer if necessary. Supervise, support, evaluate subordinates and develop staff. Ensure efficient and effective management of resources.  Collect and compile data. Implement clinic objectives, facilitate community participation and rotate through all service points if required. Willingness to render a 24 –hour service.

ENQUIRIES
:
Sr. I. da Gama, Tel No: (012) 354 -1654

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
07 December 2007

POST 47/107
:
SECRETARY REF NO: 70047397


Directorate: Department of Obstetrics and Gynaecology: Obstetrics
SALARY
:
R 68 955 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital
REQUIREMENTS
:
Grade 12 certificate. Computer literate in Ms Word, Excel, PowerPoint, Internet and be able to develop a database for obstetric records / statistics.
DUTIES
:
Secretarial function for the Obstetric Unit i.e. telephone management, appointments for Head of Unit, and High Risk Clinic, typing of reports. Obstetric Students rotation: assist with management of Obstetric student rotations, calls, examinations, administration of marks, venue booking for lecturers. Intern rotation – Administration of calls lists, reference letter, leave forms. Other duties as instructed by members of Unit

ENQUIRIES
:
Prof. B.G. Lindeque, Tel No: (012) 354-2366

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
10 December 2007 

POST 47/108
:
SECRETARY (ADMINISTRATION) (2 POSTS) REF NO: 70047466


Directorate: Administration

SALARY
:
R 58 290 - 67 668 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Grade 10 with 2 to 5 years experience or Grade 12 with 0 to 2 years experience. Sound written and verbal communication skills. Computer literacy is essential. Ability to work under pressure, independently and within tome frames.

DUTIES
:
Arrange business meetings for the Admin Manager, including preparing agendas, taking minutes of all Manager’s meetings and manage the diary. Type documents / correspondence and distribute accordingly. Handle travel and other logistical arrangements for the meetings / workshops / events. Obtain and compile information for management reports. Receive visitors. Assist with general secretarial functions to other disciplines if a need arises.

ENQUIRIES
:
Mr W. Mtetwa, Tel No: (011) 898 - 8208

CLOSING DATE
:
3 December 2007

POST 47/109
:
SECRETARY REF NO: 70047512


Directorate: Finance and Supply Chain Management

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS 
:
Grade 12 or equivalent qualification. At least two years in secretarial and administrative work. Computer literacy. Ability to work independently and without supervision. Good communication, writing, typing, interpersonal  and organizational skills.

DUTIES
:
Perform secretarial and administrative tasks in an efficient and highly professional manner. Manage the diary. Receiving visitors including provision of tea and refreshments. Answer incoming and making outgoing calls. Provide general support to the Pa in managing the Office of the Director: Finance & Supply Chain Management. Record incoming and outgoing mail. Develop and manage an efficient, professional document management ( filing) system . Submit claims for travel and accommodation expenditure. Type, fax, photocopy  and dispatch documentation. Order stationery.
ENQUIRIES
:
Mr M.J. Napo, Tel No: (012) 529 3689

CLOSING DATE
:
11 December 2007 

POST 47/110
:
STORES ASSISTANT (6 POSTS) REF NO: 70047514


Directorate: Supply Chain Management

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
ABET level 3 / Junior Certificate and physically healthy. Must be able to read and write. Understanding of the Hospital environment. Knowledge of MEDICAL and General consumables. Good interpersonal relations

DUTIES
:
Loading and off – loading of stock. Distribution of stock to end users. Physical removing and packing of stock on the shelves. Marking of stock items with the correct ICN numbers. Maintenance and cleanliness of the warehouse. Assist team members during stock taking in counting stock. Provide general assistance to the senior officials.

ENQUIRIES
:
Mrs E.K Binang, Tel No: (012) 529 3407

CLOSING DATE
:
11 December 2007

POST 47/111
:
CLEANER (6 POSTS) REF NO: 70047302
SALARY
:
R 38 610 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
ABET.
DUTIES
:
Cleaning of wards, corridors, offices, outside and designated areas. Refill soap and toilet containers. Filling of water bottles and emptying dustbins. Deep cleaning and polishing of floors and furniture. Provide toilet paper and paper towels. Dusting offices and wards. Manage the allocated cleaning materials and equipment. Shift work compulsory

ENQUIRIES
:
Mr. L. Mosala, Tel No: (016) 341-1288

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
07 December 2007 

DEPARTMENT OF HOUSING

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

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

OTHER POSTS
POST 47/112
:
PROJECT MANAGER: JHB SUBREGION WEST AND SOUTH (2 Posts) REF NO: 70047526


Directorate: Housing Development

SALARY
:
R369 000 (Total Package)

CENTRE
:
Johannesburg Region

REQUIREMENTS
:
National Diploma/B Tech or degree and or 3yrs experience or equivalent years of professional and technical experience in construction or building environment in the Built Environment Disciplines, such as civil engineering, structural engineering,, architecture or building construction, town planning and quantity surveying. Extensive Construction Project and Programme Management experience. Strong Contracts Management skills. Ability to prepare reports and project proposals in accordance with the set construction standards. Leadership Skills: Ability to work independently and as a team player with strong leadership skills. Communication skills: well developed written and oral communication skills. Must be able to communicate clearly and sensitively with internal and external stakeholders. This includes effective negotiation and representation skills. Integrity: Works with integrity, is trustworthy and has a clear commitment to the core values and humanitarian principles. Work style: Is well planned and organized even within a fluid working environment and has a capacity for initiative and decision making with competent analytical and problem solving skills. Knowledge and experience: practical experience in Construction or Building environment at a management level so that he/she possesses a good understanding of the project related construction work, policies and procedures. Good understanding of finance, administration and information management processes.

DUTIES
:
Management of the Construction and Housing Development Program activities; including construction of water supply and sanitation facilities, drainage systems, new and rehabilitated housing, and community buildings. Management of the quality assurance system of the program, ensuring that managers, field staff, supervisors and superintendent are providing adequate services in terms of quality supervision, and regularly reporting and addressing quality issues. Management of the development and implementation ensuring that shelter and infrastructure facilities required allowing the programmes to function well and in a healthy and safe manner are provided. Coordinate with counterparts (i.e. Professional Resource Teams) in the other agencies and NGO’s involved in the construction of essential facilities. Management of the Engineering & Construction teams who provide technical advisory services and ensure that each component of the Program achieves its objectives. Liaising with other Support Units to ensure that the required support services for the Program are being provided in an efficient and timely fashioned in order for the Department to accomplish their objectives. Compile Monthly and Quarterly Progress Reports for the Programme Manager and Regional Head and handle correspondence with senior management groups regarding the Construction work and Housing Delivery Projects on the ground. Liaise with senior management staff and other Technical team members and Managers to ensure effective coordination of Project related activities to ensure effective cooperation with other interveners in the development sector. Monitor budget performance of Projects relative to budget plans and instruction to perform work (IPW’s) and report to Project teams, senior management and to the Regional Head on progress, status and issues of concern.

ENQUIRIES
:
Ms. L Ngcobo (011) 630 -5093)

CLOSING DATE
:
30 November 2007

POST 47/113
:
PROJECT ADMINISTRATOR REF NO: 70047527


Directorate: Housing Development 
SALARY
:
R132 054 Total (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Minimum Standard 10 with relevant work experience, a post Matric qualification will be an added advantage. Planning, organizing, general financial management skills, record management and general administrate skills. Good writing skills and report writing skills.

DUTIES
:
Attend site meeting.  Act as secretariat on site meetings.  Attend progress meetings with the Regional Professional Teams and Local Authorities-COJ and capture minutes.  Drafts IPW’s & monitor issued IPW’s against reports and completion dates for the PRT’s.  Accept submission of claims, check documentation attached and verify against the project contract.  Regular reports updates (verbal/written) to the Regional Project Manager.  Compile status report on projects.  Prepare HAC/DAC and IPW’s submissions on projects and to keep a record thereof.  To provide support in the running and management of projects by the project manager.  To provide all necessary administrative support to the project manager.  Provide support in checking all relevant documents that need to be submitted by relevant stakeholders.  Ensure information submitted on reports by PRT’s contains correct and relevant information.  Facilitate payment process: Ensure documents attached to the claim are correct as per claim checklist, Keep track of claims submitted, Record all claims released and went through to the PRT’s bank account.  Prepare a report to the project manager in that regard.  Reconcile list of beneficiaries and deeds of transfer submitted against the status report from Subsidy Section.  Develop; maintain effective and efficient filing system.  Schedule meetings; assist in the procuring of goods, services by liaising with the Procurement Section and Finance Section.

ENQUIRIES
:
Mr. J. Mandhla (011) 630-5131
CLOSING DATE
:
30 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 Tel No: (011) 355-2222

FOR ATTENTION
:
Ms Arty Singh

CLOSING DATE
:
07 December 2007

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

OTHER POST
POST 47/114
:
ASSISTANT PROBATION OFFICER (9 POSTS) REF NO: 70047501

SALARY
:
R 58 290 per annum (plus benefits)
CENTRE
:
Ekurhuleni 1, Sedibeng 3, Johannesburg Metro 5

REQUIREMENTS
:
A Senior Certificate or equivalent qualification. FET qualification in Assistant Probation Work. Good communication and Interpersonal Skills .Good report writing and record keeping skills. Good time - management and Knowledge of the legislative framework for Probation Services Amendment Act, S.A. Constitution, No 108/96(Section 28), Criminal Procedure Act, No: 51/77(Section 71 (f) Probation Services Amendment Act, No: 35/02(Section 4A (2) (a). A valid driver's license. 

DUTIES
:
Assist with the execution of the functions of the Probation Officer by assisting young people awaiting their first  appearance and facilitating Family Group Conferencing. Supervision and monitoring of children placed under home based supervision and probation supervision. Exposing  families to a network of prevention and Diversion Programmes during service delivery. Attendance of  mandated meetings.

ENQUIRIES
:
Ms. Phumeza Sihlali,  Tel No: (011) 355- 7699 

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

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 47/115
:
PROJECT MANAGER REF NO 70047370


Directorate: Project  Management

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
National Diploma/ Degree in Building Environment. Sound knowledge of Project Management.

DUTIES
:
Supervision of projects and evaluation of bids. Ensure compliance of facilities under construction with all relevant regulations. Monitor and control project budgets. Liaise with client department on projects progress. Cost and quality and monthly reporting.

ENQUIRIES
:
Ms. N.F.  Xiva, Tel No: (011) 355-2872
CLOSING DATE
:
30 November 2007

ANNEXURE M
PROVINCIAL ADMINISTRATION: KWAZULU NATAL

DEPARTMENT OF SOCIAL DEVELOPMENT

APPLICATIONS
:
Forward your application, quoting the relevant reference number to The General Manager: Department of Social Development, P O Box 503, Durban 4000

FOR ATTENTION
:
Mr K Kuppen Cullen

CLOSING DATE
:
30 November 2007

NOTE
:
Applications must be on form Z83 and should be accompanied by a Comprehensive CV and original certified copies of all educational qualifications and certificates.  Applicants must indicate the reference number and the centre for the post on Form Z83.  Applications should be made in the applicants own handwriting in ink on form Z83( Application for Employment) under no circumstances will faxed or e-mailed applications be accepted. 

OTHER POSTS

POST 47/116
:
SENIOR ADMINISTRATION CLERK DBNI-09/2007
SALARY
:
R85 362.00 p.a.

CENTRE
:
Zakhe Place of Safety

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification; Extensive use of computer and applicable programmes; Driver’s License will be an added advantage Knowledge:  Procurement of goods and services; Stock Control; Public Finance Management Act and relevant regulations / mandates; Supply Chain Management; Public Service Act; Labour Relation Act; Ability to interpret and implement directives and guidelines; Customer Care Skills: Good communication and writing skills; Typing skills; Financial Management skills; Telephone etiquette; Ability to work in a team; Problem solving and report / proposal writing; Assertiveness; Leadership Abilities; Office Administration; Planning, time management and organizational skills

DUTIES
:
Responsible for the procurement / provision; Handling of stores,    furniture and equipment; Provide budget inputs and compilation of budgetary requirements; Handling of Human Resource Management Development, Conditions of Service and Dealing with Auxiliary Service; Liaise with suppliers; Supervision of staff, compilation of job description and assessment of staff performance; Assisting in overseeing of the building and grounds maintenance; Assisting in the Management of outsourced services; Undertake the general filing for social work; Sorting out of mail on arrival and enter in post register; Keep and update documentation and recording for Stores

ENQUIRIES
:
MS EN PHAKATHI Tel No.:031 – 7119950

POST 47/117
:
CHIEF CHILD CARE WORKER (CHIEF AUXILIARY WORKER) DBNI15/2007
SALARY
:
R85 362 p.a 

CENTRE
:
Oceanview House

REQUIREMENTS
:
Grade 12 or equivalent level Diploma in Child Care or Equivalent Experience as a Child and Youth Care Worker. Fluency in both English and Zulu; Valid Drivers License, Computer Literacy and Professional Registration-NACCW/CSAW Skills: Conflict Resolution, Leadership, Mediation, problem solving skills, Decision making, Report writing, Chairing of meetings, Supervisory skills, Counselling skills, Supervision and monitoring of staff and their development, In service training, Assertiveness. Knowledge: Transformation of the Child and Youth Care System, Juvenile Justice System, Family Preservation, Developmental approach, Code of conduct of public service, Practice Principles, Minimum standards.

DUTIES
:
Handling all administrative tasks related to admission and release of youth including reporting of absconsions to SAPS; Provide orientation to newly admitted youth; Record all reportable incidents and events; Promote work ethics among all staff; Attend training and all meetings giving constant feed back to your team members;  Monitor visits for the youth, share information with parents and ensure that parents meet the relevant Social Worker;  Address the concerns of both children and staff; Attend to medical care for youth; Monitor leave forms and night shift claims; Assist in arranging and monitoring of staff training and Developmental programmes; Assist in managing grievances and complaints of Social Auxiliary Workers and disciplinary issues;  Supervision of Care Staff and Auxiliary Staff including admin; Report writing and staff performance appraisals; Development and monitoring of practice procedures e.g. Minimum standards. Assist with budget inputs and motivation for funds. Administer prescribed records, statistics and filing systems; Formal & On-line supervision of staff on regular basis.

ENQUIRIES
:
Mr C Moodley Tel. No: (031 4685415) 

POST 47/118
:
ADMINISTRATION CLERK DBNI-06/2007
SALARY
:
R58 290 p. a.

CENTRE
:
Enduduzweni Centre for the Blind

REQUIREMENTS
:
Senior Certificate (Grade 12) or equivalent qualification; Appropriate work experience in will serve as an added advantage. Knowledge: National Archives Act and Registry Procedures; Skills: Good written and oral Communication; Problem solving skills; Writing skills; Telephone etiquette; Ability to work in a team and under pressure; Computer literacy; Organizational; Interpersonal Relations; Planning and Time Management; Innovative and Creative skills 

DUTIES
:
Opening and closing of files; Recording outgoing and Incoming mail; Typing of reports and letters; Faxing and photocopying of documents; Filing of correspondences; Obtaining of quotations and placing orders according to procurement; Distributing of circulars to all staff; Opening and entering of official mail; Maintaining registers; Photocopying; Switchboard; Compilation of monthly reports

ENQUIRIES
:
Mrs NJ Mzizi Tel No: (031) 907 5090

NOTE
:
NB: Kindly Note That First Preference Will Be Given To The Sheltered Workshop Employees At Enduduzweni Centre For The Blind
POST 47/119
:
ADMINISTRATION SUPPORT CLERK ( 2 POSTS) DBNI-17/2007
SALARY
:
R58 290 pa
CENTRE
:
Ndwedwe Service Office

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus drivers license. Knowledge: Office equipment operation (fax, switchboard and photocopies .Skills: Good writing and communication skills, interpersonal relationship, Basic Office Administration, Computer literacy and Organizational and planning skills. 

DUTIES
:
Assist with budgeting and monthly expenditure control, as well as keeping of commitment registers, liaise with suppliers and process accounts, opening of file and filling of correspondence, control of petty cash, receipting and depositing of monies, asset management/ inventory control, ordering, controlling and issuing of stock, checking logbooks and submission of transport statistics, opening or dispatching of mail, photocopying and faxing, reporting repairs and liaising with Department of Works, taking minutes of meetings, switchboard relief, keeping of statistics, maintenance of labour saving devices and other equipment, completion and submission of log returns for state vehicles.

ENQUIRIES
:
Ms VT Ndlovu Tel. No: 032-533 5021

POST 47/120
:
ADMINISTRATION SUPPORT CLERK ( 2 POSTS) DBNI 18/2007
SALARY
:
R58 290 p.a 

CENTRE
:
Umbumbulu Service Office

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus drivers licence. Knowledge: Office equipment operation (fax, switchboard and photocopies .Skills: Good writing and communication skills, interpersonal relationship, Basic Office Administration, Computer literacy and Organizational and planning skills. 

DUTIES
:
Assist with budgeting and monthly expenditure control, as well as keeping of commitment registers, liaise with suppliers and process accounts, opening of file and filling of correspondence, control of petty cash, receipting and depositing of monies, asset management/ inventory control, ordering, controlling and issuing of stock, checking logbooks and submission of transport statistics, opening or dispatching of mail, photocopying and faxing, reporting repairs and liaising with Department of Works, taking minutes of meetings, switchboard relief, keeping of statistics, maintenance of labour saving devices and other equipment, completion and submission of log returns for state vehicles.

ENQUIRIES
:
Mr. R. Pillay Tel No: 031- 915 0011
POST 47/121
:
ADMINISTRATION CLERK / TYPIST DBNI-19/2007
SALARY
:
R58 290.00 p.a 
CENTRE
:
Mpumalanga District Office

REQUIREMENTS
:
Grade 12 Certificate; Computer literacy (Various software packages eg. MS Word, MS Excel, PowerPoint, Groupwise, etc); Typing as a passed subject in Grade 12 Knowledge: Batho Pele / Customer Care principles; Filing; Opening of files; Communication with the public; Diarizing appointments: Skills: Interpersonal skills; Communication (Zulu and English); Bookkeeping; Record Keeping; Problem Solving;  Able to work under pressure;  Office equipment operation (Fax, Switchboard and Photocopier)

DUTIES
:
Opening and dispatching of mail; Processing of leave and update of staff records; Diarizing appointments with customers;  Opening of files and filing;  Assist in Switchboard;  Typing of letters, memos, budget, schedules, minutes, reports, spreadsheets, etc; Retrieving and sending correspondence through E-Mail;  Control of petty cash re-imbursement

ENQUIRIES
:
Mrs RM Ntombela Tel No: 031-7711341
POST 47/122
:
ADMINISTRATION CLERK / TYPIST DBNI 7 OF 2007
SALARY
:
R 58 290 p.a.
CENTRE
:
Ndwedwe Service Office
REQUIREMENTS
:
Grade 12 Certificate; Ability to work on MS Word, PowerPoint, Excel and GroupWise and Computer-typing 35 w.p.m. Skills: Computer Literacy; Speed and Accuracy; Ability to work under pressure; Planning and organization; Time Management; Writing skills; Good communication and human relations

DUTIES
:
Typing of reports, memos, letters, minutes etc for Social Services, Social Development and Administration Components; Responsible for incoming and outgoing mail; Receiving, recording and sending e-mails; Relieving switchboard in the absence of the Telecom Operator.

ENQUIRIES
:
Mrs VT Ndlovu-  Tel. No: 032-5335021

POST 47/123
:
ADMINISTRATION CLERK/RECEPTIONIST DBNI 16/2007
SALARY
:
R58 290 p.a.
CENTRE
:
Ethekwini District Minicipality (South)

REQUIREMENTS
:
Senior Certificate or equivalent qualification. Appropriate experience will serve as an added advantage Knowledge: Basic security measures in access control, Filling systems; Keeping registers   Skills: Communication and interpersonal relations, writing skills, organizing, Planning, verbal communication in both English and IsiZulu.

DUTIES
:
Control access to the building/office   areas in terms of the specified access control; directing visitors to the  relevant section/officers concerned; escorting visitors within the premises; unlock the office/building at specified times; Inspect supplies, articles, object and people, when necessary, to prevent losses of  assets. Re-directing visitors to appropriate offices, e.g. District Offices; Assisting public with general  enquiries; Assist with the making of  file covers for the Admin. And  Personal Registries; Assist with the  sorting and filling of pending card;  Assisting with the entering of pension  queries into the register for dispatch  to the Head: Social Security (EGB);  Booking of boardrooms and maintenance  of register ;Receipt and handover of completed screening- Admission to homes (programme unit); Distribution of  NPO application forms (programme unit);   Maintenances of social work referral  register (for status and calculation  of intakes); Date stamping/receipt  of incoming mail by hand; handing out  Z83 forms (application of employment); labeling and addressing envelopes, e.g. Circulars; Assisting with relief  duties on Switchboard

ENQUIRIES
:
 Ms C Hughes Tel.No. 031 3368700

POST 47/124
:
ADMINISTRATION CLERK (2 POSTS) DBNI -11/2007
SALARY
:
R58 290 p.a. 

CENTRE
:
Excelsior Secure Care

REQUIREMENTS
:
Grade 12, Computer literate; Valid Driver’s license will be an added advantage Knowledge: Supply Chain Management, Stock and Asset Management. Transport Regulations and Procedures, Registry (Archives regulations). Skills: Typing (Excel & MS Word), Planning skills and time management, Bookkeeping, Record keeping, Problem Solving, Operation of office equipment (Switchboard, fax, photo copier), Innovative, effective and efficient

DUTIES
:
Reception duties. Typing of memo’s, letters, reports, minutes, spreadsheets. Opening, registering & dispatching of mail, Opening of files and general filing. Obtaining of quotations and procuring of goods. Issuing of stock, updating bin cards and stock taking. Processing of payments. Transport management duties 

ENQUIRIES
:
Mr N V Naidoo (Tel.No. 031 7025371)

POST 47/125
:
LAUNDRY SUPERVISOR DBNI-12/2007
SALARY
:
R52 728 p.a.

CENTRE
:
Oceanview House

REQUIREMENTS
:
Grade 12 or equivalent, Relevant Experience. Knowledge: Supervision of  staff, Labour Relations, Public Service Act, Skills Development Act. Skills: Effective communication, Report writing, Leadership, Assertiveness, Conducting Meetings. Attributes: Approachable, Flexible, Reliable/Dependable, Confidentiality

DUTIES
:
Key Responsibilities: Staff performance management. Maintenance of discipline and accountability. Stock Control, Report Writing, Management of leave and attendance register. Promotion of work ethics amongst staff. 

DUTIES
:
Undertake the supervision of the laundry staff complement of 4 staff. Co-ordinate the washing, ironing, sewing and mending of linen and clothing. Allocate workload to staff members in the laundry. Keeping and updating of relevant records and registers. Responsible for the upkeep of furniture, equipment and machinery in the laundry area. Ensure that: Clothing and linen is washed. Clothing and linen is ironed, and garments are neatly folded for return to user sections. Monitor the upkeep of the attendance register. Ensure that the laundry is kept neat and tidy. Provide training and guidance to laundry staff. Responsible for the requisitioning and monitoring of laundry stock. Arrange leave for laundry staff and compile monthly duty rosters. Ensure that sufficient detergents are available over weekends and on public holidays. Maintain strict control measures of all supplies, furniture and equipment. Report all breakages and loss of stock.

ENQUIRIES
:
Mr C Moodley (Tel no. 031 4685415)

NOTE
:
NB: Applicants who are physically challenged will also be considered

POST 47/126
:
CHILD CARE WORKER DBNI 5/2007
SALARY
:
R49 665 p.a.
CENTRE
:
Valley View Place of Safety

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification and qualification in Child and Youth Care. Knowledge: Transformation of the Child and Youth Care System, Adolescent behaviour and substance abuse, Batho Pele Principles, HIV/AIDS, Youth Justice Services, multidisciplinary team approach. Skills: Problem Solving, interpersonal communication and networking skills, conflict management, negotiating, record keeping, behaviour management, life space counselling. 

DUTIES
:
Effective communication with children, youth, their families and the public, preparation of children and youth for court, community intergration and placement in Child and Youth Care facilities, implementation and compliance with the Minimum Standards together with the Practice Principles in Child and Youth Care, empowerment of children and youth appropriate Educational, activity or development programmes including diversion programmes, vocational training and group activities, advocacy for children’s rights and the rights of families to promote family preservation and poverty alleviation, supervision and escorting of children at all times, report writing, including keeping and updating of incident registers and files

ENQUIRIES
:
Ms V Singh Tel No: 031- 208 8366

NOTE
:
NB: Valley View Place of Safety is a residential facility which provides a Secure Care Programmes on a twenty four hour shift basis for children and youth who are below the age of 18 and awaiting trial.

POST 47/127
:
CHILD CARE WORKER DBNI-13/2007
SALARY
:
R49 665 p.a 

CENTRE
:
Umlazi Place of Safety

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification plus experience in Child and Youth Care. Knowledge: Transformation of the Child and Youth Care System. Developmental assessment, HIV/ AIDS, Family preservation, Multi -disciplinary Approach. Skills: Problem Solving, counselling and behaviour management.

DUTIES
:
Meeting all the physical and emotional needs of the children, developmental assessment of the children and provide inputs towards compilation of their I.D.P ‘s, plan and implement recreational, stimulative and developmental programme for the children, attend all staff meetings, formal and in-service training, report writing and daily logging, constant supervision of children and escorting of children on outings, implementation and ensuring compliance with Minimum Standards in Child and Youth Care System.

ENQUIRIES
:
Ms KG Sindane Tel, No: 031- 907 5129
POST 47/128
:
CHILD CARE WORKER (SOCIAL AUXILIARY WORKER) - 2 POSTS DBNI-10/2007
SALARY
:
R49 665 p.a.

CENTRE
:
Oceanview View House  

REQUIREMENTS
:
Grade 12 or equivalent, BQCC, Relevant experience in Child and Youth Care; Ability to communicate in Zulu Computer Literacy and Driver’s license will serve as an added advantage Skills: Interpersonal communication and networking, Conflict management, Problem solving, Negotiating, Record keeping, Behaviour management, Life - space counselling. Knowledge: Transformation of the Child and Youth Care System, Adolescent behaviour and substance abuse, Batho Pele principles HIV/AIDS, Youth Justice Services, Multi-Disciplinary team approach. Personal Attributes: Supportive, Assertiveness, Innovative, Flexible, Reliable, Tact

DUTIES
:
Effective communication with children and youth and families; Preparation of children and youth for court; community reintegration, and placement in child and youth care facilities; Implementation and compliance with the minimum standards together with the practice principles in Child and Youth care; Empowerment of children and youth through appropriate educational developmental programmes including diversion programmes, vocational training and group activities; Advocacy for children’s rights and the rights of families to promote family preservation and poverty alleviation; Supervision and observation of children at all times; Report writing, including keeping and updating of incident registers and files.

ENQUIRIES
:
Mr C Moodley (Tel No:031 4685415/6)

NOTE
:
NB: Ocean view House is a place of safety for children in need of care and the young females awaiting trial and operates 24 hours per day and 7 days a week.
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 47/129
:
DEPUTY MANAGER (REF. NO. P 276/2007)
SALARY
:
R369 000 per annum (Inclusive flexible remuneration package)
CENTRE
:
Cost Centre, Stanger
REQUIREMENTS
:
* An appropriate recognized Bachelor’s Degree / National Diploma or equivalent qualification in Civil Engineering, plus  *A minimum of 3 years appropriate and relevant experience in budgeting and cost control, plus  *A strong management background with technical and administrative skills, plus  *Practical demonstration of knowledge and skills. Knowledge, Skills, Training And Competencies Required:  *Understanding of Public Service and Departmental policies, analysis, objective and implementation processes as well as project and financial management.  *In-depth expert knowledge of financial policies, procedures and practices including administrative, budgeting and managerial functions.  *Knowledge of Public Service reporting procedures, acts and Regulations and work environment.  *Knowledge of planning and organizing.  *Computer literacy.  *A clear conceptual understanding of transformation within the Regional Directorate.  *Knowledge and experience within a technical and engineering environment.  *Knowledge of interpretation and application of policy, i.e. financial, administrative, technical, etc.  *Research, policy formulation and managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co-ordination skills.  *Team building skills.  *Well-developed verbal and written communication skills including the ability to network.  *Project and Financial management skills.  *Motivation skills.  *The ideal candidate should show a demonstrated interest in technical, engineering, financial, administrative and related fields.  *He/she should also be an innovative thinker, be receptive to ideas and suggestions, be  accurate, creative/innovative, a total quality controller, have honesty and integrity, believe in openness and transparency and be reliable.

DUTIES
:
*Render advice/guidance/assistance in respect of the application of policies and programmes specifically relating to matters of a monetary (budget) and departmental nature.  *Timeous and correct dissemination and gathering of information, including those related to computer based information systems.  *Accurate and informative liaison with all relevant officials and role-players.  *Availability and compilation of statistics applicable to the Department (Financial, etc.).  *Organising all activities in such a manner that all organizational goals are achieved in the most effective manner for all Cost Centers within the Region.  *Ensure management and staff are correctly advised and assisted as well as take corrective measures to ensure compliance thereto.  *Determine the most efficient and effective work procedures and methods required in order to achieve Regional and subsequently Departmental goals and objectives.  *Represent the Region at various meetings/forums pertaining to cost control and elsewhere when required.  *Monitor and ensure quality control with regard to the various activities carried out within the various Cost Centers.

ENQUIRIES
:
Mr S C Majola, Tel. No.: 031 – 700 2222
FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
07 December 2007

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an african or indian female.
POST 47/130
:
DEPUTY MANAGER: TECHNICAL SUPPORT SERVICES (REF. NO. P 277/2007)
SALARY
:
R369 000 per annum (Inclusive flexible remuneration package)
CENTRE
:
Regional Office, Durban
REQUIREMENTS
:
*Fully Professionally Qualified Civil Engineer, Professional registration with the ECSA will be a recommendation, plus  *A minimum of 6 years Professional experience, plus  *A valid driver’s licence (minimum code B)..  Knowledge, Skills, Training And Competencies Required:  *Understanding of Public Service and Departmental policies, analysis, objectives and developmental processes.  *Knowledge of Project and Financial management.  *Understanding of Departmental strategies and related business plans.  *Expert knowledge of administrative policies, practices, budgeting and managerial functions.  *Knowledge of Public Service reporting procedures and work environment.  *Computer literacy.  *Knowledge of construction and engineering environment, including traffic engineering.  *Knowledge of the provincial road infrastructure and applicable standards.  *Knowledge of surveying.  *Knowledge of structural design: road, river and rail.  *Knowledge of staff development processes.  *Interpretation of legislation and departmental policies.  *Research and policy formulation skills and management thereof.  *Management skills.  *Planning and organizing skills.  *Problem solving and analytical thinking skills.  *Verbal and written communication skills.  *Project management, motivation and negotiation skills.  *Presentation and facilitation skills.  *Analytical, creative and innovative thinking skills.  *Interpersonal and strategic planning skills.  *The ideal candidate should show commitment to organizational objectives and strategies, have a demonstrated interest in road construction, maintenance and other related fields and be receptive to ideas and suggestions.  *He/she should also be reliable, a team player, open and transparent, innovative / creative and have strong leadership qualities. 
DUTIES
:
*Provision of advice and guidance on technical related matters.  *Planning of work programmes and managing projects ensuring that standards, procedures and policies are applied.  *Design co-ordination and preparation of the regions business plan plus operation of the Sub-Directorates plan.  *Managing and control of the budget for the Sub-Directorate.  *Co-ordinate and monitor the monthly and annual reports for the region.  *Management of the general conduct and output of the staff under his / her control.  *Provide information regarding pavements structures road and structure design and traffic and Engineering matters to Cost Centres.
ENQUIRIES
:
Mr S C Majola, Tel. No.: 031 – 700 2222

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
07 December 2007

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an african or indian female.
POST 47/131
:
ASSISTANT MANAGER: SYSTEMS SECURITY (REF. NO. P282/2007)



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
:
* A recognized Bachelor’s Degree/National Diploma or equivalent qualification (MCSE/N4/Information Systems) plus a minimum of 3 years technical/scientific experience in Information technology OR a Senior Certificate plus a minimum of 6 years Information Technology experience, plus  * Valid Code EB Drivers Licence . Knowledge, Skills, Training And Competencies Required:  * Excellent knowledge of the application of the Road Traffic Legislation pertinent to the Directorate: Motor Transport Services.  * Excellent knowledge of NaTIS, eNaTIS and TRAFMAN applications.  * Excellent understanding of IT applications.  * Sound IT skills*Ability to apply policy and procedures.  * Problem solving and decision making skills.  * Good communication skills*Good negotiation skills.  * Report writing and formulation skills.  * Ability to work overtime and under pressure and be able deal with a number of functions without losing composure at any given time.  * In depth computer literacy.  * Leadership experience.  * Sound organization/management skills.  * Ability to work independently.  * The ideal candidate should be loyal, conscientious, friendly, trustworthy and have an innovative and pragmatic disposition.

DUTIES
:
*Serve as the custodian of the Provincial NaTIS/eNaTIS & TRAFMAN environment by promoting and developing security awareness in line with the National Security policy, standards and procedures for the entire KZN which includes chairing Provincial forums and representing KZN on National forums.  * Approving user profiles and vetting all system software changes in so far as security is concerned.  * Ensure user application of security policy and guidelines by monitoring all logging of calls from users within KZN, i.e. NaTIS and eNaTIS users, for possible security violations and following up of such violations.  * Provide system security training to users throughout KZN. * Develop and maintain Disaster Recovery Plans and co-ordinate testing thereof for all NaTIS/eNaTIS and TRAFMAN sites.  * Draft, type, compile correspondence relating to IT system security/policies.  * Monitor/conduct scheduled and ad-hoc inspections of system installation within KZN, and report on the status of system security.

ENQUIRIES
:
Mr R Abramson, Tel. No.: 033 – 395 1800

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
18 December 2007

NOTE
:
It is the intension of this department to fill these posts with a person from the disabled community or an african female
POST 47/132
:
CHIEF INDUSTRIAL TECHNICIAN: PROJECT IMPLEMENTATION (P283/2007)

SALARY
:
R132 054 per annum 
CENTRE
:
Cost Centre, Stanger

REQUIREMENTS
:
* An appropriate recognised Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil  Engineering or equivalent qualification; plus * A minimum of 3 years appropriate experience gained after the successful completion of the Bachelor’s Degree / National Diploma in Civil Engineering or equivalent qualification, plus* A valid Driver’s licence (minimum Code B).. Knowledge, Skills, Training And Competencies Required:  * Knowledge of general operating skills like, chain saw, worker and minor plant.  * Knowledge of financial and Human Resource matters.  * Knowledge of construction management.  * Knowledge of project management.  * Planning and organizational skills.  * Good inter personal relations.  * Ability to work under pressure.  * Conflict management skills.  * Good negotiation and facilitation skills.  * Good report writing skills.  * Public speaking skills.  * Ability to chair meetings.  * Computer literacy.  * The ideal candidate should be committed to organizational values, be a team work orientated, reliable, have honesty, integrity and leadership abilities.  * He / she should also be receptive to ideas and suggestions, believe in openness and transparency.

DUTIES
:
*Provision of specialist advice, guidance and assistance with regard to technical and engineering related matters to field support staff in order to develop and execute business plans in line with the departmental strategy.  * Assist the Cost Centre Manager in so far as to manage the financial resources and utilization of various resources to stay within the budget.  * Supervise / Manage materials and services efficiently (Quality Control).  * Provide mentorship to the Vukuzakhe contractors as well as the in house teams.  * Assist in the control and maintenance of computer based information systems for the Cost Centre thereby providing accurate and timeous information.
ENQUIRIES
:
Ms A Gupta-Chetty, Tel. No.: 039 – 437 3800

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
11 December 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 47/133
:
CHIEF INDUSTRIAL TECHNICIAN:  ROAD DECLARATIONS AND MAPPING REF. NO. P 284/2007)



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
:
R132 054 per annum
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*A Degree / National Diploma or equivalent qualification in Civil Engineering / Survey / Town Planning or Post Graduate qualification in GIS with GISSA / PLATO Registration; plus a minimum of 3 years GIS experience. Knowledge, skills, training and competencies required:  *Extensive knowledge of the Provincial Roads Act and Regulations.  *Extensive knowledge of the Provincial Road System.  *Extensive knowledge in the Legislative Requirements for Assessment and Declaration of Roads.  *Skills in a variety of GIS Programmes including Mapinfo, ArcGIS, ArcIMS, and IDRISI.  *Skills in managing document and content management systems.  *Skills in managing Project Management Systems. *Skills in managing Geo-databases.  *Skills in spatial presentations and analysis.  *Strategic capabilities and leadership skills.  *Programme and Project management skills.  *Change and knowledge management skills.  *Service delivery innovation.  *Problem solving and analysis skills.  *People management and empowerment skills.  *Client orientation and customer focus.  *Communication skills

DUTIES
:
*Research and develop GIS Policies, guidelines, procedures, norms and protocols aligned to the road network system and dissemination thereof.  *Manage and maintain the Geodatabase and Metadata, the process of collection, validation, capture, editing, archiving, analysis, retrieval, reporting and presentation of data that can be presented on a geographic platform or map.  *Provide mentorship / advice / guidance / assistance with regard to the GIS and road network system to all users.  * ensure the establishment of spatial relationships between various transport role players and in planning and resource allocation.  *Oversee the integration of activities with of the primary information providers and efficient procurement of GIS systems and equipment.  *Training, development and discipline of staff dealing with all personnel related issues.  *Monitor and evaluate the effectiveness of the GIS and road network system and keep abreast with latest technology. 

ENQUIRIES
:
Mr B Acutt, Tel. No. 033-342 6738

FOR ATTENTION
:
Mrs S M Nell
CLOSING DATE
:
7 December 2007

NOTE
:
It is the intension of this department to fill these posts with a person from the disabled community or an african female
POST 47/134
:
SENIOR ADMINISTRATIVE OFFICER (SECRETARIAT) (REF. NO. P 278/2007)



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
:
R132 054 per annum
CENTRE
:
Public Transport Regulatory Authority, Pietermaritzburg
REQUIREMENTS
  :
* A Senior Certificate plus a minimum of 3 years’ clerical / administrative experience; plus  *Possession of a valid driver’s licence (minimum Code B). Knowledge, Skills, Training And Competencies Required:  *Knowledge of Public Transport legislation and prescripts i.e. National Land Transport Transition Act (NLTTA) and the KZN Public Transport Act.  *Knowledge of Public Service legislation.  *Knowledge of Information Systems.  *Managerial skills.  *Computer literacy.  *Communication (verbal and written) and presentation skills.  *Problem solving and decision making skills.  *Leadership skills.  *Ability to interpret and apply policy.  *Interpersonal relations skills.  *The ideal candidate should be honest and reliable, responsible and accountable, efficient, willing to work under pressure, teamwork orientated and believe in transparency.

DUTIES
:
*Ensure accuracy and completeness of all documents submitted for Statutory Bodies decisions.  *Develop and maintain a proper, efficient and effective record management system.  *Manage and monitor gazetting, agenda, minutes and decision process of respective Statutory bodies.  *Liaise with Statutory Bodies on a regular basis including the provision of relevant management information.  *Manage resources for the component.

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

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
07 December 2007

NOTE
:
It is the intension of this department to fill these posts with a person from the disabled community or an african female
POST 47/135
:
SENIOR ADMINISTRATIVE OFFICER: (INDUSTRY AUDIT AND FINANCE) (Ref No P281/2007)



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
:
R132 054 per annum

CENTRE
:
Public Transport Regulatory Authority, Pietermaritzburg
REQUIREMENTS
:
*A Senior Certificate; plus *Possession of a valid driver’s licence (minimum code B); plus  *A minimum of 3 years clerical / administrative experience. Knowledge, Skills, Training And Competencies Required:  Knowledge of Public Transport legislation.  *Knowledge of Accounting.  *Knowledge of Public Finance Management Act.  *Knowledge of conflict resolution strategies.  *Computer literacy.  *Good communication skills.  *Problem solving skills.  *The ideal candidate should be honest, reliable and team work orientated.

DUTIES
:
*Provide support on capacity building by eliminating area of potential conflict.  *Conduct audits in order to ensure associations / councils comply with financial regulation.  *Monitor and report on association / councils registration processes.  *Manage resources within the component.  *Ensure proper utilization of States funds.

ENQUIRIES
:
Advocate S W Chamane Tel. No. 033-3558997

FOR ATTENTION

Mrs S M Nell

CLOSING DATE
:
07 December 2007

NOTE
:
It is the intension of this department to fill these posts with a person from the disabled community or an african female
POST 47/136
:
ADMINISTRATIVE OFFICER: BUDGETARY AND FINANICAL SERVICES (REF. NO P285/2007)

SALARY
:
R106 335 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*A Senior Certificate plus a minimum of 3 years experience in a financial environment.  Knowledge, Skills, Training and Competencies Required: *Extensive knowledge of applicable BAS policy, prescripts and practices.  *Knowledge of computer based BAS administration systems.  *Knowledge of Public Service reporting procedures.  *Knowledge of Human Resource and Management and Labour Relations.  *Knowledge of procurement administration processes and procedures.  *Knowledge of delegations of authority.  *Knowledge of PFMA, Treasury regulations, Provincial Practice Notes and departmental strategies (goals, mission and vision).  *Ability to interpret and apply policy.  *Problem solving and decision making skills.  *Report writing and formulations skills.  *Ability to operate a PC.  *Supervisory and motivational skills.  *The ideal candidate should be honest, responsible, accountable, reliable, accurate and have integrity.  * He/she should also be a total quality controller, demonstrate work ethic, be receptive to ideas and suggestions and believe in teamwork.

DUTIES
:
*Ensure accuracy by performing a quality check of orders and payments and authorize transactions for processing and payments for goods and services procured.  *Co-ordinate input for business plans and monthly cash flows for the various Directorates within the Chief Directorate:  Corporate Services.  *Maintain a database of all payments in terms of the budget viz. monitor expenditure trends and produce feedback on a weekly basis.  *Clear all suspense accounts for the Chief Directorate and maintain the provision of the monthly accounts.  *Supervising, training and development of staff.  *Perform administrative functions and assist with presentations and speeches of a financial nature.

ENQUIRIES
:
Mrs U Plaatjies Tel. No: 033- 355 8919

FOR ATTENTION

Mrs S McCarthy
CLOSING DATE
:
14 December 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 47/137
:
SENIOR ARTISAN: MECHANIC (3 POSTS) (REF. NO P 273/2007)
SALARY
:
R85 362 per annum
CENTRE
:
Durban Region: Cost Centre, Stanger (3 Posts) 

REQUIREMENTS
:
*Trade Diploma either in Earthmoving Equipment Mechanic, Construction Plant Mechanic, Diesel Mechanic or Tractor Mechanic; plus *a minimum of 3 years pre-trade test experience on the maintenance and repairs of Earth moving plants and Equipment; plus  *A valid Code C1 Driver’s licence. Knowledge, Skills, Training And Competencies Required:  Be able to apply mechanical knowledge and skills *A good knowledge of oil analysis methods.  *Knowledge of administrative procedures.  *Knowledge of safety regulations.  *Impact skills to others.  *Knowledge to Drive / operate plants.  *Basic knowledge of welding, hydraulic and electrical.  *Basic literacy to read and understand manuals.  *Computer literate *The ideal candidate should be able to communicate, execute preventative maintenance service on plants, carry out major repairs on plants, have the ability to make correct diagnosis, apply safety knowledge and high eye co-ordination.  *He / she should also be thorough, systematic, self disciplined, dedicated, responsible, a team player, honest, innovative, energetic, enthusiastic, empathetic, trustworthy, attentive to detail; and improvement/development orientated.

DUTIES
:
*Ensure quality mechanical repairs are executed timeously for high performance of plants, equipment and vehicles.  *Execute preventative maintenance at specified intervals to eliminate breakdowns and optimize plant availability. *Perform administrative/clerical; functions for the smooth operation of the depot.  *Provide on job training and supervision to subordinates. *Sustain compliance with Occupational, Health and Safety Act, as well as safekeeping of tools/equipment.

ENQUIRIES
:
Mr D B Mthembu, Tel. No: (031) 700 2222
FOR ATTENTION

Mrs S M Nell
CLOSING DATE
:
3 December 2007
NOTE
:
It is the intention of the department to fill this post with a person from the disabled community or an african female 
ANNEXURE N
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

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

FOR ATTENTION
:
Ms Z P P Tantsi

CLOSING DATE
:
7 December 2007

NOTE
:
Applications must be submitted on Z.83 Form obtainable from any Public Service Department and should be accompanied by certified copies of qualifications.  Please forward your application together with your Curriculum Vitae, stating the reference number and the post for which you apply, to the under-mentioned address.  Please ensure to include references and their contact details (telephone and  fax numbers as well as e-mail address).  No fax or e-mail applications will be accepted.  Applications received after the closing date will not be considered.

OTHER POST

POST 47/138
:
DIETICIAN: COMPREHENSIVE HIV AND AIDS CARE, MANAGEMENT AND TREATMENT (CCMT) PROGRAMME REFERENCE: H07/275

SALARY
:
R106 335 per annum plus 10 % Scarce Skills Allowance and 12 % Rural Allowance

CENTRE
:
Calvinia, Namaqua District 

REQUIREMENTS
:
A four year Bachelors degree in Dietetics or Nutrition with 2 years experience. Registration with the HPCSA as a Dietician. Knowledge and experience on nutrition for people living with HIV and AIDS and TB. Good communication (written and verbal) skills. Ability to work in a team. A valid drivers licence. Computer literacy.

DUTIES
:
The incumbent will be responsible for the implementation of the Integrated Nutrition Programme Strategy. Nutrition assessment of HIV and AIDS and TB patients and giving appropriate dietary counselling and treatment. Provide nutrition promotion, advocacy and education to patients and communities to ensure appropriate nutrition awareness. Participate in training health workers in HIV, micronutrient deficiency control, PEM scheme, growth monitoring and promotion in facilities. Ensure availability of nutritional supplements and correct recording of data. Participate in research issues. Participate in Household Food Security Programme. Supervise community health workers on nutrition. Monitor and evaluate the Programme.

ENQUIRIES
:
Ms M le Roux, Tel. (053) 8300 551

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

ANNEXURE O
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF COMMUNITY SAFETY

APPLICATIONS
:
Must be sent to: Human Resource Management and Administration Department of Community Safety, PO Box 5346 / 35 Wale Street (2nd floor) CAPE TOWN 8000

FOR ATTENTION
:
Ms E Visagie

CLOSING DATE
:
11 December 2007

NOTE
:
Applications will not be considered if:( certified copies (i.e. ID doc, highest scholastic, highest educational qualification/s, drivers licence and references (not more than 12 months old) are not attached ( applications without a comprehensive completed Z.83 form ( or indication of post and reference number ( as well as late, e-mailed and faxed applications will NOT be accepted. ( A separate application and CV must be completed for each post.
MANAGEMENT ECHELON
POST 47/139
:
DIRECTOR: FINANCE REF NO: CS095/2007


Directorate : Finance Management


Chief Directorate: Corporate Services
SALARY
:
All inclusive remuneration package of R 502 725 (level 13) per annum. This is a flexible package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contribution (the package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town

REQUIREMENTS
:
A relevant recognised three-year Bachelors degree or equivalent  qualification with proven extensive appropriate experience. A good track record in preparation and management of strategic plans and budgeting. The appointment will be subject to the signing of a performance agreement by the successful candidate. The incumbent must be willing to undergo a security clearance process prior to permanent appointment. Required skills and competencies: ( advanced financial analytical skills ( understanding of the financial prescripts of the Public Service ( proven ability to implement internal systems and controls ( ability to analyse, conceptualise and apply policies ( project management and ability to work in a team Expert support chain management skills. ( Sound knowledge of government auditing processes ( Sound knowledge of financial risk management processes.

DUTIES
:
As a Chief Financial Officer for the Department, the incumbent will: ( support the Head of Department and other Senior Managers in the execution of their functions in terms of the Public Finance Management Act, 1999 and the Treasury Regulations and advise on strategic and financial implications ( manage the financial and procurement functions of the Department and ensure sound financial management ( establish and maintain appropriate controls, systems and policies to ensure effective and efficient management of resources and risk management ( formulate creative solutions to enhance cost effectiveness and efficiency in the delivery of the service and   the administration of the Department ( ensure effective and efficient financial management/administration by providing direct training on financial matters to officials of  the Department ( compile and present annual financial statements, monthly internal and external financial reports Ensuring the implementation of the Public Finance Management Act (PFMA) and Treasury Regulations in the department. Facilitating the implementation of national norms and standards. Liaising with relevant role-players in the financial environment. 
ENQUIRIES
:
Mr O Valley, Tel (021) 483-8701
DEPARTMENT OF ECONOMIC DEVELOPMENT AND TOURISM

The Western Cape Department of Economic Development and Tourism is recruiting for suitably qualified and experienced individuals to join a dynamic and professional team that serves the people of the Western Cape

APPLICATIONS
:
Applications must be forwarded to: Department of Economic Development and Tourism: Western Cape, PO Box 979, CAPE TOWN, 8001

FOR ATTENTION
:
Ms A Roodman

CLOSING DATE
:
18 December 2007, unless otherwise indicated

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 POST
POST 47/140
:
DEPUTY DIRECTOR: CONSUMER EDUCATION AND MARKETING (Y5/07/105)


Directorate:  Office of the Consumer Protector
SALARY
:
R 311 358 – 360 909 per annum   (All inclusive Package)

CENTRE
:
Cape Town

REQUIREMENTS
:
An appropriate, recognized B.degree (or equivalent qualification). • a minimum 3 – 5 years’ proven management experience,  sound organising and planning skills, with the emphasis on time management • ability to base decision-making on critical analysis • ability to function under pressure • good oral and written communication skills, facilitating liaison with stakeholders at all levels • ability to communicate effectively in at least two of the official languages of the Province • ability to effectively use computer hardware and software as a delivery tool • ability to access research sources, function effectively both unsupervised and as a team leader •  ability to demonstrate creativity and innovation, bring projects to closure and adhere to deadlines. The following will serve as recommendations: • a broad understanding of the dynamics of the Western Cape • knowledge of consumer protection related matters, including policies, dominant issues, role-players and service providers • knowledge of provincial and national legislation within the regulatory environment; legal knowledge • knowledge of provincial and national policies/strategies to address Economic Development • presentation and facilitation skills.
DUTIES
:
• Operationalise and implement the communications and marketing strategy for the Directorate; Develop a branding strategy for the Directorate; Create awareness about the Directorate; Act as a project manager for specific events • Manage the development and implementation of advertising and media events for the Directorate ; Manage and report on all events related to the Directorate; Plan and execute operational interventions with community based organizations, government departments or regulatory bodies; Be a member of forums and working groups; Human capital management; financial management and participation in strategic management.

ENQUIRIES
:
Mr A Searle at (021) 483-9147
CLOSING DATE
:
18 December 2007

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
:
Mr RL Waller

CLOSING DATE
:
10 December 2007

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.

OTHER POSTS

POST 47/141
:
ASSISTANT DIRECTOR: POLLUTION INFORMATION AND CHEMICALS MANAGEMENT - REFERENCE NO: E/07/024



Directorate: Pollution Management
SALARY
:
R 196 815 per annum 

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate recognised 3-year tertiary qualification in Natural or Physical Sciences (a major in Chemistry or Biochemistry is preferred), Environmental Sciences or Engineering (or an appropriate equivalent qualification) with extensive appropriate working experience. An appropriate 3-year tertiary qualification in the aforementioned disciplines with extensive appropriate experience in information and chemicals management would be considered. The following will serve as requirements: ( sound interpersonal and communication skills (verbal and written) ( computer literacy (particularly in Word, Excel and PowerPoint, including database management) ( report writing skills ( knowledge of environmental management, in particularly pollution and chemicals management ( knowledge and experience of environmental legislation, policies, and regulations ( knowledge and experience in environmental management, including pollution management ( experience in planning and organising ( proven supervisory and mentoring experience ( administrative experience and knowledge of budgeting ( knowledge of project management ( a valid code 08(EB) driver’s licence.  The following will serve as recommendations: ( a willingness to travel ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( conflict management skills ( statistical analysis and information management.

DUTIES
:
The incumbent will promote pollution management initiatives that will ensure the minimization and prevention of pollution ( implementation and further development of a provincial pollutant release and transfer register (PRTR) ( processing, quality assurance and analysis of pollution information and the management of the PRTR ( co-ordination of data exchange and the alignment of information systems with other organs of state ( Implementation of international chemicals management obligations at provincial level ( conceptualization and implementation of programs and projects that promote chemical safety and improved chemicals management ( development and implementation of capacity building programs with respect to chemicals and information management ( monitoring of compliance and enforcing relevant statutory provisions ( represent the Department on relevant committees and forums ( liaise at local, provincial and national level with stakeholders with the view to develop policy, legislation, guidelines and sectoral procedures with regard to pollution information and chemicals management ( comment on technical reports, draft legislation, policies, guidelines, norms and standards related to pollution and chemicals management ( manage and advise on projects related to pollution information, emergency incident management and chemicals management ( handle enquiries pertaining to pollution and chemicals management. ( manage the financial and human resources and administration within the component.

ENQUIRIES
:
Mr M Kekana, Tel (021) 483-2705 / 4569

POST 47/142
:
ASSISTANT DIRECTOR: POLICY AND PROGRAMMES – REFERANCE NO: E/07/026 



Directorate: Waste Management
SALARY
:
R196 815 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised 4-year tertiary qualification in Natural or Physical Sciences, Environmental Sciences or Engineering (or an equivalent, appropriate qualification) with extensive appropriate experience in the environmental field.  An appropriate 3-year tertiary qualification in the aforementioned disciplines with extensive appropriate experience in waste management and policy development would be considered. The following will serve as requirements: ( sound interpersonal and communication skills (verbal and written) ( proven supervisory and mentoring experience ( knowledge of financial and human resource management and administration ( knowledge of policy formulation and implementation ( knowledge and experience in project management. ( problem solving ability ( experience in planning, organising and report writing ( computer literacy (Word, Excel and PowerPoint) ( knowledge and experience of environmental management, including waste management ( knowledge of environmental legislation, policies, and regulations. ( a valid code 08(EB) driver’s license.The following will serve as recommendations: The incumbent must have ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape province (verbal and written) ( experience in conflict management ( a willingness to travel. 

DUTIES
:
The incumbent will manage project teams to support the promotion and facilitation of integrated waste management, through policies and programmes throughout the province to ensure the minimisation and responsible management of waste ( manage and support the development of policy, legislation, strategies, guidelines, norms and standards that will promote the hierarchical approach to integrated waste management ( establish programmes and projects that will give effect to the implementation of waste management policy, legislation and strategies ( develop and implement capacity building and awareness programmes regarding waste management ( comment on relevant draft legislation and policies ( monitor compliance and enforce relevant statutory provisions ( provide specialist technical advice on Environmental Impact Assessments ( liaise with local, provincial and national authorities, organized civil society, non-governmental organizations, business and industry, organized labour with the view of implementing integrated waste management ( representing the Department on various committees and forums ( manage project and all project-related activities, including the supervision of project teams ( manage the financial and human resources and administration within the component ( handle requirements pertaining to waste management problems and matters related to the component’s objectives. 

ENQUIRIES
:
Mr E Hanekom, Tel (021) 483-2728

POST 47/143
:
TECHNICAL OFFICER: INFORMATION SERVICES - REFERENCE NO: F/07/033


Directorate: Strategic Environmental Management
SALARY
:
R132 054 per annum Note
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised National Diploma or Higher Diploma (T/N Stream), B. Tech Degree or B. Degree with Geography and/or Cartography and/or Information Systems and appropriate working experience in the information field.  The following will serve as recommendations: ( detailed knowledge of Spatial database Management ( comprehensive management of Geographical Information Systems (GIS) and Information Systems ( knowledge of legislation, regulations, policies and standards pertaining to spatial data ( lateral, analytical and innovative thinking skills ( sound interpersonal and communication (written and verbal) skills and ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province (  computer literacy in MS Office ( a valid code 08(EB) driver’s license ( problem solving ability ( investigative and research skills. 
DUTIES
:
The incumbent will assist with the provision of an advanced information service,  which includes ( design and maintenance of GIS database ( capture, maintain and improve new and existing data residing in database ( query, and supply spatial data and reports from databases ( undertake and assist with GIS awareness campaigns and marketing of the Component ( undertake information technology products/projects ( provide comment and motivations for the acquisition of data ( investigate and search for planning, environmental and demographic data ( participate in departmental projects  dealing with spatial data  ( undertake municipal visits to provide guidance and GIS assistance

ENQUIRIES
:
Mr A Van Der Merwe, Tel (021) 483-3499

POST 47/144
:
CHIEF ADMINISTRATION CLERK: PROVINCIAL AND LEGAL PLANNING: REFERENCE NO: F/07/035



Directorate: Spatial Planning 
SALARY
:
All inclusive package of R 106 335 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this post is a Senior Certificate (Grade 12), plus extensive appropriate experience in the administrative field. The following will serve as recommendations: ( an appropriate BA Degree ( good interpersonal relations and the ability to work in a team ( extensive experience in the administrative field ( knowledge of human resource management ( computer literacy (MS Word, MS Excel, MS PowerPoint, MS Access) ( strong communication skills (verbal and written) ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape province ( experience in minute taking ( knowledge of database administration / management ( ability to prioritise work ( a valid code 8 driver’s license ( basic knowledge of financial management and budget control ( supervisory experience.

DUTIES
:
Provide administrative support in respect of: provincial and regional planning policy, strategies, frameworks and manuals; Manage the Biosphere Programme and Land Reform Programme (e.g. assist in research, report writing, minute taking) ( General administrative support (e.g. filing, typing reports, travel and accommodation arrangements) ( Financial expenditure control (e.g. inputs into budgets, and drafting of reports).

ENQUIRIES
:
Mr W Smith, Tel (021) 483-4748 

POST 47/145
:
ADMINISTRATIVE OFFICER: COASTAL MANAGEMENT - REFERENCE NO: F/07/034



Directorate: Strategic Environmental Management
SALARY
:
R106 335 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this post is an appropriate 3-year Bachelor’s Degree (or equivalent qualification). The following will serve as recommendations: good communication (written and verbal) skills in two of the three official languages of the Western Cape ( sound interpersonal skills ( Organisational planning and problem solving  ( analytical thinking ability to interpret relevant directives and instructions ( computer literacy (MS Word, Excel, PowerPoint) ( working experience in the field of budget and office administration ( valid code 8 driver’ license 

DUTIES
:
Planning and organizing of work ( compiling agendas and taking minutes at meetings ( finance administration (budget & financial control) ( compiling reports ( project management ( events management ( provisioning and procurement administration ( provide general administration and secretarial support.

ENQUIRIES
:
Mr Z Jumat, Tel (021) 483-2889

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.

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
21 December 2007

NOTE
:
It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. Kindly note that excess personnel will receive preference.

OTHER POSTS

POST 47/146
:
DEPUTY DIRECTOR: COMMUNICATION


(Directorate: Communication Services)

SALARY
:
Remuneration package: R 311 358 per annum (a portion of the package can be structured according to the individual’s personal needs).

CENTRE
:
Head Office, Cape Town 

REQUIREMENTS
:
A qualification in communication, public relations or journalism, or a bachelor’s Degree in social science, humanities or communication.  Appropriate management experience. A valid driver’s licence.  Security clearance.  Training experience in communication planning and strategy.  Recommendations: A high level of literacy in two of the three official languages of the Western Cape.  Excellent interpersonal skills.  Excellent organisational skills.  Computer literacy (MS Word, Power Point, the Internet and a graphic design programme), Highly developed writing skills.  Ability to function well under sustained pressure and close attention to detail.

DUTIES
:
Deliver supporting duties in respect of both internal and external communication and related functions to the Director of Communication, the Head of Department and the MEC for Health.  Develop communication plans, programmes and campaigns (internal and external).  Identify and utilise opportunities to enhance the standing of the Western Cape Department of Health among stakeholders, the public, the media, student groups, NGOs, non-profit organisations and international agencies such as the WHO and the UN.  Develop and maintain mutually advantangeous working relations with the media.

ENQUIRIES
:
Ms L Mullins, tel. no. (021) 483-3245.

POST 47/147
:
SENIOR STATE ACCOUNTANT (4 POSTS)


Chief Directorate: Financial Management, 



Directorate; Financial Accounting



(Section: Internal Control)

SALARY
:
R 132 054 per annum.

CENTRE
:
Head Office, Cape Town, 

REQUIREMENTS
:
An appropriate 3-year degree/diploma with Accountancy or Auditing as major Subjects and appropriate experience with regard to financial administration and Supply Chain Management.  A valid Code B driver’s licence (certified copy).  The successful candidates must be willing to travel and spend extensive periods away from the Office.  Computer literacy (MS Word, Excel)  Recommendations: Knowledge of Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Financial and Supply Chain Management Directives.  Knowledge of all aspects relating to financial administration and supply chain management.  Knowledge of risk management.  Ability to work under pressure, in a group and independently.  Good communication skills.  Analytical thinking abilities and good interpersonal relations.

DUTIES
:
Monitoring and evaluation of procedures in respect of financial administration and supply chain management with regards to Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Financial and Supply Chain Management Directives.  Identify lack of capacity and provide person-to-person training.  Liaise with management of the institution with regards to the findings of the monitoring and evaluation process.  Capturing of findings on computer and compilation of report.  Following-up of outstanding answers from institutions.  Developing and implementation of control measures.  Determining of institutional risks and to minimise those risks.  Capture, document and report on all information pertaining to risk, control, process improvement and process control maps.  Provide recommendations, facilitate and monitoring of control improvements.  Ad-hoc tasks related to financial administration and supply chain management.

ENQUIRIES
:
Mr J Williams, tel. no. (021) 483-4799.

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 promote human wellbeing, to strengthen the Province's resilience and its adaptive capacity to climate change, equitable resource utilisation, economic development, to readdress spatial legacy and ensure environmental integrity towards sustainable development , 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
:
18 December 2007

NOTE
:
As Head of Department the person appointed to this position will be the 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. 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 will 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 and vehicle driver’s licence. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Western Cape Government.

MANAGEMENT ECHELON

POST 47/148
:
HEAD OF DEPARTMENT: ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING REFERENCE NR: HOD PM 14



(Three to Five-year contract appointment)

SALARY
:
All-inclusive remuneration package: R788 749 per annum: This is a flexible remuneration package which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contribution and 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 senior management experience in 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 the following skills and experience: ▪ proven strategic leadership ▪ organisational (and people) management ▪ communication (written and verbal) ▪ analytical and advanced project management ▪ Ability to develop partnerships ▪ Ability to provide vision, set organisational direction and to inspire others to deliver on the organisational mandate. ▪ a proven track record of leading change management in people and financial management ▪ 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 relevant policies, legislations and its relationship with national and local governments, civil society and other stakeholders. ▪ Excellent knowledge and understanding of environmental management and integrated spatial development planning. ▪ Extensive practical experience in environmental and/or spatial development planning management, trends and best practice.

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: ▪ Strategic Management of the Department ▪ Overall Accountability ▪ Advise to the Minister. ▪ The effective execution of the Public Sector Transformation and Restructuring process and the Batho Pele programme. ▪ Guide the development and implementation of policies, programmes and activities of the various components of the Department, in alignment with National and Provincial policies and programmes in colloboration with partner departments, public entities, local Government and other stakeholders ▪ Ensure the efficient, economic and effective use of resources. ▪ In pursuit of the above, ensure that the Departmental Strategic Plan and Annual Performance Plan, policies, controls, delegations, monitoring and reporting systems are in place. Specific Key Performance Areas: Provide leadership and strategic direction to the Department to ensure implementation of the following key objectives and programmes: ▪ mainstream the sustainable development paradigm in environmental and spatial planning management ▪ develop systems, processes and measures to support service delivery ▪ promote environmental integrity and the progressive realisation of environmental rights ▪ direct spatial planning that promotes integated sustainable and holistic spatial development to improve the quality of life of all people in the Western Cape ▪ Develop intervention strategies to facilitate equitable awareness, acess and participation in the environmetal and spatial economy and associated sustainable development opportunities ▪ ensure alignment and compliance with policies and legislative prescripts, and ▪ promote co-operative governance and partnerships.

ENQUIRIES
:
Ms VL Petersen telephone number (021) 483-6036

� EMBED Word.Picture.8 ���





PAGE  
17

[image: image3.wmf] 

_1214971923.doc
[image: image1.png]






