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DATE OF ISSUE: 30 NOVEMBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 48 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 28 DECEMBER 2007
AMMENDMENTS
:
Department of Minerals And Energy: Kindly note that posts where were advertised on Circular 47 must be closed on the 7th of December 2007 and not 30th November 2007.



Provincial Administration: Gauteng, Department of Health: Kindly note that Post 47/75, Post 47/76, Post 47/77, Post 47/78, Post 47/79, Post 47/80, Post 47/81 the enquiry person is Dr A Christoforou (011) 898-8320.
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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. 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 48/01
:
CHIEF WORK STUDY OFFICER



This post is advertised in the DOD and broader Public Service
SALARY
:
R196 815 per annum

CENTRE
:
Army Office, Management and Renewal Services Pretoria

REQUIREMENTS
:
National Diploma in Organisation and Work Study/Management Certificate (Work Study). NQF Level 5 Preferable. Proof of formal training in Job Evaluation (EQUATE System). Appropriate experience in the work-study field. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, analytical-, facilitation- and good verbal and written communication skills. Structure Management Policy related documents. Professional, innovative thinking and ability to function independently. Planning projects. Must be able to obtain a confidential security clearance within a year. Note: The candidates will be expected to do a competency test as part of the selection process.

DUTIES
:
Conduct work-study investigations. Submit complete reports on proposed organisational structures. Conduct job evaluations bmo the current approved EQUATE Job Evaluation system. Conduct work-study time and method studies. 

ENQUIRIES
:
Col T.C.K. Wilken, Tel: (012) 355 1418

APPLICATIONS
:
Department of Defence, SA Army office, (Directorate Management and Renewal Services), Private Bag X981, Pretoria, 0001. 

CLOSING DATE
:
11 January 2008 (Applications received after the closing date and faxed copies will not be considered).

POST 48/02
:
ASSISTANT DIRECTOR (VETTING EVALUATION)


This post is advertised in the DOD and broader Public Service.

SALARY
:
R196 815 per annum

CENTRE
:
Defence Intelligence (Directorate Vetting), Pretoria.

REQUIREMENTS
:
BA Degree (Human or Social Sciences) (NQF 6). BA Hons preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in Counter Intelligence and in Vetting will be a recommendation. Special requirements (skills needed): Analyse information in an objective and decisive manner. Write and communicate in at least two of the official languages of which English should be one. Computer literate. Must be able to obtain a Top Secret security clearance within a year. Note: Preference will be given to the application of candidates to enhance representivity in the division.
DUTIES
:
Manage daily activities of Section Vetting Evaluation. Co-ordinate evaluation of Top Secret files based on Vetting Adjudicative Standards and applicable Vetting Policy. Plan and control financial and logistical needs. Manage personnel of Section Vetting Evaluation. Plan and execute in-post training. Co-ordinate and schedule the Security Vetting Panel and Personnel Security Review Board. Execute supervisory tasks. 
ENQUIRIES
:
Ms E. Bothma, Tel: (012) 315 0175

APPLICATIONS
:
Department of Defence, Defence Intelligence, Private Bag X367, Pretoria, 0001. 

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/03
:
CHIEF WORK STUDY OFFICER (2X POSTS)



This post is advertised in the DOD and broader Public Service.

SALARY
:
R157 686 per annum

CENTRE
:
Army Office, Management and Renewal Services, Pretoria.

REQUIREMENTS
:
National Diploma in Organisation and Work Study/Management Certificate (Work Study). NQF Level 5 Preferable. Proof of formal training in Job Evaluation (EQUATE System). Appropriate experience in the work-study field. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, analytical-, facilitation- and good verbal and written communication skills. Structure Management Policy related documents. Professional, innovative thinking and ability to function independently. Planning projects. Must be able to obtain a confidential security clearance within a year. Note: The candidates will be expected to do a competency test as part of the selection process.

DUTIES
:
Conduct work-study investigations. Submit complete reports on proposed organisational structures. Conduct job evaluations bmo the current approved EQUATE Job Evaluation system. Conduct work-study time and method studies. 
ENQUIRIES
:
Col T.C.K. Wilken, Tel: (012) 355 1418

APPLICATIONS
:
Department of Defence, SA Army office, (Directorate Management and Renewal Services), Private Bag X981, Pretoria, 0001. 

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/04
:
SENIOR WORK STUDY OFFICER (2X POSTS)



This post is advertised in the DOD and broader Public Service.

SALARY
:
R132 054 per annum

CENTRE
:
Army Office, Management and Renewal Services, Pretoria.

REQUIREMENTS
:
National Diploma in Organisation and Work Study/Management Certificate (Work Study). NQF Level 5 Preferable. Proof of formal training in Job Evaluation (EQUATE System). Appropriate experience in the work-study field. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, analytical-, facilitation- and good verbal and written communication skills. Structure Management Policy related documents. Professional, innovative thinking and ability to function independently. Planning projects. Must be able to obtain a confidential security clearance within a year. Note: The candidates will be expected to do a competency test as part of the selection process.

DUTIES
:
Conduct work-study investigations. Submit complete reports on proposed organisational structures. Conduct job evaluations bmo the current approved EQUATE Job Evaluation system. Conduct work-study time and method studies. 
ENQUIRIES
:
Col T.C.K. Wilken, Tel: (012) 355 1418

APPLICATIONS
:
Department of Defence, SA Army office, (Directorate Management and Renewal Services), Private Bag X981, Pretoria, 0001. 

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/05
:
WORK STUDY OFFICER (2X POSTS)



This post is advertised in the DOD and broader Public Service.

SALARY
:
R106 335 per annum

CENTRE
:
Army Office, Management and Renewal Services, Pretoria.

REQUIREMENTS
:
National Diploma in Organisation and Work Study/Management Certificate (Work Study). NQF Level 5 Preferable. Proof of formal training in Job Evaluation (EQUATE System). Appropriate experience in the work-study field. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, analytical-, facilitation- and good verbal and written communication skills. Structure Management Policy related documents. Professional, innovative thinking and ability to function independently. Planning projects. Must be able to obtain a confidential security clearance within a year. Note: The candidates will be expected to do a competency test as part of the selection process.
DUTIES
:
Conduct work-study investigations. Submit complete reports on proposed organisational structures. Conduct job evaluations bmo the current approved EQUATE Job Evaluation system. Conduct work-study time and method studies. 

ENQUIRIES
:
Col T.C.K. Wilken, Tel: (012) 355 1418

APPLICATIONS
:
Department of Defence, SA Army office, (Directorate Management and Renewal Services), Private Bag X981, Pretoria, 0001. 

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/06
:
CHIEF ADMINISTRATION CLERK (3X POSTS)



This post is advertised in the DOD and broader Public Service.

SALARY
:
R106 335 per annum

CENTRE
:
SAMHS: Tertiary Military Health Formation - 2 Military Hospital, Wynberg.

REQUIREMENTS
:
NQF Level 2 – 4 preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Knowledge of capturing-, microfilming processes-, policies-, directives- and patient administrative processes will be a recommendation. Special requirements (skills needed): Computer literate (Microsoft & Mainframe)-, problem solving-, organising- and inter personal relationships skills. Proven ability to communicate effectively (written & verbal) in English. Meeting deadlines and setting goals. Handle repetitive work. Team player. Must have empathy for sick, elderly and disabled people. Must be able to work under pressure. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Ensure accurate comprehensive health care records for all patients. Responsible for all aspects of the Microfilming and capturing processes. Receive health records. Render a comprehensive secretarial and reception service. Ensure correct referral documentation for referred patients. Handle health record queries. Telephonic queries. Compile Quarterly and monthly statistics for management. Retrieve records for HCP’s/management. Supervisory duties. Ensure accurate accounts for services rendered to other approved clients.

ENQUIRIES
:
Maj M.E. Torrance, Tel: (021) 799 6247

APPLICATIONS
:
Department of Defence, SAMHS, 2 Military Hospital, Private Bag X4, Wynberg, 7824

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/07
:
CHIEF PROVISIONING ADMINISTRATION CLERK GR III



This post is advertised in the DOD and the broader Public Service. 

SALARY
:
R106 335 per annum

CENTRE
:
Defence Matèriel Division (Central Procurement Service Centre), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4 Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, communication-, problem solving-, numerical-, and reasoning ability skills.  Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Validate BIDS to ensure conformance to prescribed procedures. Calculate HDI and price points according to NT regulations/PPPFA. Prepare technical evaluation documentation. Prepare BID recommendation submissions for Education committees. Prepare Financial Authority requests. Preparation and administrating related to the issue of Letters of Acceptance/Contract Forms. Compile and verify comparative lists. Supervisory duties.

ENQUIRIES
:
Ms Hoffman, Tel: (012) 684 2272

APPLICATIONS
:
Department of Defence, Defence Matèriel Division, Private Bag X910, Pretoria, 0001

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/08
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR III



This post is advertised in the DOD and the broader Public Service. 

SALARY
:
R85 362 per annum

CENTRE
:
Defence Matèriel Division (Simon’s Town Procurement Service Centre), Simon’s Town

REQUIREMENTS
:
NQF Level 2 - 4 Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, communication-, problem solving-, numerical-, and reasoning ability skills.  Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Identify priority requests within the procurement process. Identify items requiring BNA. Evaluate procurement descriptions ensuring that the correct item is procured. Ensure good communication with the system managers and clients. Responsible for provisioning evaluation and Bid. Quote advertisements. Handle queries. Monitor bid and quotation register. 

ENQUIRIES
:
Ms E.P. McCreadie, Tel: (021) 787 5055

APPLICATIONS
:
Department of Defence, Defence Matèriel Division (Simon’s Town Procurement Service Centre), Private Bag X1, Simon’s Town, 7995

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/09
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR III



This post is advertised in the DOD and the broader Public Service. 

SALARY
:
R85 362 per annum

CENTRE
:
Defence Matèriel Division (Central Procurement Service Centre), Pretoria

REQUIREMENTS
:
NQF Level 2 - 4 Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate-, communication-, problem solving-, numerical-, and reasoning ability skills. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Validate BIDS to ensure conformance to prescribed procedures. Calculate HDI and price points according to NT regulations/PPPFA. Prepare technical evaluation documentation. Prepare BID recommendation submissions for the Education committees. Prepare Financial Authority requests. Preparation and administrating related to the issue of Letters of Acceptance/Contract Forms. Compile and verify comparative lists.

ENQUIRIES
:
Ms Hoffman, Tel: (012) 684 2272

APPLICATIONS
:
Department of Defence, Defence Matèriel Division, Private Bag X910, Pretoria, 0001

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/10
:
SENIOR SECRETARY GR II



This post is advertised in the DOD and the broader Public Service. 

SALARY
:
R68 955 per annum

CENTRE
:
Defence Matèriel Division (Directorate Army Acquisition), Pretoria

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

DUTIES
:
Type routine notes, memo’s, letters and reports. Handle all telephone calls.  Develop new ideas to change existing methods and procedures. Handle S&T claims and travel arrangements. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Keep the Senior Manager’s directory. Organise social functions. Deal with classified files and documents. Operate an internal registry system.  Arrange for visitors authorization and parking.
ENQUIRIES
:
WO1 I. Ferreira, Tel: (012) 355 5954

APPLICATIONS
:
Department of Defence, Defence Matèriel Division, Private Bag X910, Pretoria, 0001.

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

POST 48/11
:
SENIOR SECRETARY GR II



This post is advertised in the DOD and the broader Public Service. 

SALARY
:
R68 955 per annum

CENTRE
:
Defence Matèriel Division (Directorate Army Acquisition), Pretoria

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

DUTIES
:
Type routine notes, memo’s, letters and reports. Handle all telephone calls.  Develop new ideas to change existing methods and procedures. Handle S&T claims and travel arrangements. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Keep the Senior Manager’s directory. Organise social functions. Deal with classified files and documents. Operate an internal registry system.  Arrange for visitors authorization and parking.
ENQUIRIES
:
WO1 I. Ferreira, Tel: (012) 355 5954

APPLICATIONS
:
Department of Defence, Defence Matèriel Division, Private Bag X910, Pretoria, 0001.

CLOSING DATE
:
11 January 2008, (Applications received after the closing date and faxed copies will not be considered).

ANNEXURE B
DEPARTMENT OF EDUCATION

APPLICATIONS
:
Please forward your applications to: The Director-General, Department of Education, Private Bag X895, Pretoria, 0001 or hand deliver to: Sol Plaatjie House 123 Schoeman Street Pretoria.

NOTE
:
Applications received after the closing date or faxed applications will not be considered.

CLOSING DATE
:
14 December 2007 unless otherwise stated.

OTHER POSTS

POST 48/12
:
ASSISTANT DIRECTOR: ITEM DEVELOPMENT



Directorate: FET Examinations and Assessment (Schools)

SALARY
:
R196 815 per annum

REQUIREMENTS
:
An appropriate 3 or 4 year Higher Education (or equivalent) qualification, which must include appropriate training as an educator, supplemented by at least 7 years teaching or appropriate experience. Applicants should be adaptable, disciplined, self confident and able to work independently. Extensive knowledge of the National Senior Certificate (NSC), the National Curriculum Statement and the associated assessment practices, are essential. Professional expertise in setting and moderation of public examination question papers and knowledge of the entire examination cycle will be an added advantage. Computer literacy is a prerequisite. Good communication (verbal and written) and organisational skills are strong recommendations. The successful candidate will be responsible for the management and coordination of the setting of national question papers for the Senior Certificate (SC) and National Senior Certificate. 

DUTIES
:
Will include the following: Provide professional support to examiners in the setting of question papers; Develop and manage an effective and efficient administrative system for the Senior Certificate and National Senior Certificate; Create and maintain a proper document management system; Manage all the logistical arrangements relating to hosting of panels of examiners and moderators for the setting of national question papers; Ensure security of all examination and assessment processes and materials Manage processes relating to the development and maintenance of an item bank; Handling official correspondence, submissions and report writing

ENQUIRIES
:
Ms H Matjebe, Tel (012) 312 5108

POST 48/13
:
ASSISTANT DIRECTOR: ADVISORY LANGUAGE SERVICES (2 POSTS)



Branch: Further Education and Training



Directorate: FET Examinations and Assessment (Colleges and ABET)

SALARY
:
R157 686 per annum

REQUIREMENTS
:
The Directorate conducts FET college examinations seven times a year in nine provinces.  National question papers are also set for certain Senior Certificate subjects written in schools. An appropriate, recognized 3-year Higher Education qualification, which must include appropriate training as a teacher/lecturer and 7 years’ teaching or appropriate experience. A qualification in translation will serve as a strong recommendation.  Applicants should be adaptable, disciplined, self-confident and able to work independently and in a diverse team.  The candidate must be able to work under pressure. Good written and verbal communication skills, bilingualism (English and Afrikaans) and interpersonal skills are essential. Extensive knowledge of linguistic and language practices, in particular language editing, proofreading and translation as well as competence in terms of word processing programmes is a definite requirement.  Research skills, experience in policy-making process and computer literacy will serve as a strong recommendation. 

DUTIES
:
The person will be responsible for translation, editing and proof-reading of question papers as well as documentation such as letters, submissions, reports and examination instructions. Handling official correspondence, and parliamentary enquiries. Selected candidates must be willing to undergo a competency test.   The successful candidates will be required to sign a declaration of secrecy and will be subjected to a security clearance.

ENQUIRIES
:
Ms H Matjebe, Tel (012) 312 5108

POST 48/14
:
ASSISTANT DIRECTOR: CERTIFICATION

SALARY
:
R157 686 per annum

REQUIREMENTS
:
The minimum requirement for appointment to this post is an appropriate 3- or 4-year Higher Education (or equivalent) qualification, which must include appropriate training as an educator, supplemented by at least 7 years’ teaching or appropriate experience. Applicants should be adaptable, disciplined, self-confident and able to work independently. Knowledge of the certification processes and computer literacy are prerequisites. In addition, the candidate should have knowledge of the FET College certification and issuing of Diplomas, the National Certificate Vocational NC (V) and other policies of the Department of Education. Knowledge of Instructional Programme maintenance, candidate maintenance and timetabling will be an added advantage.

DUTIES
:
The duties of the incumbent will include the following: Developing policy relating to certification; Managing an effective and efficient administrative system for the certification unit; Creating and maintaining a proper document management system; Managing the processes relating to certification; Verifying certificates; Attending to public inquiries/queries regarding certificates; Liaising with the provinces and certification bodies; Supervising staff working in the Certification Unit; Maintenance of FET Examination System; Development of NC (V) resulting system.

ENQUIRIES
:
Ms H Matjebe, Tel (012) 312 5108

ANNEXURE C
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

APPLICATIONS
:
to The Director General, Department of Environmental Affairs and Tourism, Private Bag X 2, Rogge Bay, Cape Town, 8012.
FOR ATTENTION
:
Ms S Mathunyane, Integrated Human Resources

CLOSING DATE
:
10 December 2007

NOTE
:
Applications must be submitted on form Z83 and should be accompanied by a comprehensive CV and certified copies of qualifications in order to be considered, Take note that the Department will verify all qualification and experience and that original documents must be submitted on appointment and all qualifications obtained abroad will be evaluated by SAQA.

MANAGEMENT ECHELON

POST 48/15
:
CHIEF DIRECTOR: INTEGRATED COASTAL MANAGEMENT & DEVELOPMENT (MCM 70/2007)
SALARY
:
Remuneration package of R591 510 per annum, including basic salary (60% of the package), State’s contribution to the Government Employee Funds (15% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Cape Town
REQUIREMENTS
:
An appropriate Bachelor’s degree in Natural / Environmental Sciences (a post-graduate qualification in a relevant field of study would be an added advantage) and proven extensive managerial experience at senior level. A good understanding of coastal management issues is a prerequisite. Envisaged for this key position is a person with the ability to develop strategies, conceptual frameworks and management programs relevant to the coastal environment. The incumbent must have experience in staff management and the ability to manage consultants, as well as the ability to work as part of a multi-disciplinary and multi-cultural team. S/he must possess good interpersonal skills and the ability to work under extreme pressure and to resolve conflicts. S/he must have strong leadership, financial management and project management skills. Note: The person appointed in this post will be subjected to security clearance and competency assessment. S/he will be expected to sign a performance agreement with the Department.
DUTIES
:
The appointee will be responsible for managing the development of strategic and business plans for the Chief Directorate. S/he will coordinate the development and implementation of national policies and legislation related to the coastal environments. S/he will assist with technical inputs into feasibility studies and environmental impact assessments related to the coast. The appointee will be responsible for developing a monitoring and evaluation framework for assessing the effectiveness of coastal management policies and management interventions. S/he will be responsible for promoting public awareness on coastal issues, and to implement a strategic framework to guide the Department’s livelihoods interventions for coastal communities. The appointee will be required to interact with a wide range of stakeholders and must be prepared to travel extensively.  

ENQUIRIES
:
Dr M. Mayekiso Tel: 021 4023107

POST 48/16
:
CHIEF DIRECTOR: MONITORING, CONTROL AND SURVEILLANCE (MCM 526/2007)
SALARY
:
Remuneration package of R591 510 per annum, including basic salary (60% of the package), State’s contribution to the Government Employee Funds (15% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Cape Town
REQUIREMENTS
:
An appropriate Bachelor’s degree and proven experience at senior management level. Envisaged for this key position is a person with the ability to develop strategies, conceptual frameworks and has experience in staff management and the ability to manage consultants, as well as the ability to work as part of a multi-disciplinary and multi-cultural team. S/he must possess good interpersonal skills and the ability to work under extreme pressure and to resolve conflicts. S/he must have strong leadership, financial management and project management skills. The appointee must have the ability to interpret, give proper and appropriate advice to and apply and develop policies. Note: The person appointed in this post will be subjected to security clearance and competency assessment. S/he will be expected to sign a performance agreement with the Department.
DUTIES
:
The appointee will be responsible for managing the development of strategic and business plans for the Chief Directorate which is aligned to the branch. S/he will be responsible to lead and manage the monitoring, control and surveillance of South African marine fisheries and coastal resources. S/he will coordinate the development and implementation of national policies and legislation. S/he will oversee the strategy and deployment of Environmental Patrol Vessels. S/he will manage and strengthen the strategic compliance and surveillance partnerships with domestic, SADC, African and Internationally.  

ENQUIRIES
:
Dr Monde Mayekiso Tel: 021 402 3107 

ANNEXURE D
GOVERNMENT COMMUNICATION AND INFORMATION SYSTEM (GCIS)

GCIS is an equal opportunity employer. Disabled applicants are welcome to apply.
APPLICATIONS
:
The CEO, Government Communication and Information System, Private Bag X745, Pretoria, 0001

FOR ATTENTION
:
Mr S Matshageng
CLOSING DATE
:
14 December 2007
NOTE
:
Estimated package includes a housing subsidy, pension fund, medical aid and a service bonus.  Applications must be accompanied by a Z83 and a comprehensive CV, as well as certified copies of qualifications and ID document. Correspondence will be limited to successful candidates only.  If you not have been contacted within 1 month after the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POST

POST 48/17
:
SENIOR SUPPLY CHAIN MANAGEMENT CLERK



Directorate: Supply Chain Management and Auxiliary Services

SALARY
:
All inclusive salary package: R133 812 per annum, Commencing salary: R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A diploma in Public Management/Administration/Logistics Management/Public Finance and Accounting or Purchasing Management.  Sound knowledge and experience in Supply Chain policies, PFMA, Preferential Procurement Regulations, Treasury regulations and Contract Administration.  The ability to work under pressure and willingness to work irregular hours. Be able to work independently and have innovative thinking.  Excellent computer skills (MS Word and Excel). Flexibility and willingness to adjust to changes in the work environment.  Client service orientated.

DUTIES
:
Opening and Closing of bids.  Advice clients with respect to task directives/specifications.  Compiling of bid adverts.  Attend all bid evaluation meetings and provide advice to clients with respect to procedures.  Administration and management of contracts.  Filing of all information relating to bids/contracts.  Maintenance of the database.  Attending to Enquiries

ENQUIRIES
:
Mr G Storey, Tel. No. (012) 314 2464

ANNEXURE E
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. No faxed applications will be considered.
FOR ATTENTION
:
Mrs Elsabe Visser.
NOTE
:
Applications should be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by a CV (experience must be comprehensively detailed) and certified copies of qualification certificates. Applications received after the closing date and those that do 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 number(s) on their applications. 
MANAGEMENT ECHELON

POST 48/18
:
DIRECTOR : INTEGRATED PRIMARY HEALTH CARE  


Cluster: Primary Health Care. Directorate: Integrated Primary Health Care
SALARY
:
An all inclusive remuneration package of R502 725 per annum including choice of a basic salary of 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 Senior Management Service guidelines.
CENTRE
:
Pretoria.

REQUIREMENTS
:
*An appropriate recognised Bachelor’s degree in Health Sciences *A post graduate qualification or knowledge and experience in epidemiology, statistics or health policy analysis and development will be an added advantage  *At least six (6) years extensive experience in Middle Management *Knowledge of and experience in financial (including budgeting) and Human Resources Management *Good understanding of primary health care *Experience in the use of the District Health Information System for Monitoring *Good computer skills (MS Word, MS Excel and MS Access) *Good interpersonal relations *Good planning and organizational skills *Good communication skills (written and verbal) *Must be prepared to travel extensively, work under pressure and irregular hours *A  valid code 08 (Code B) driver’s licence.

DUTIES
:
*Provide strategic leadership on the implementation of Primary Health Care (PHC) services *Manage financial and human resource matters in the directorate *Co-ordinate and support the development, implementation and management of programmes delivered at Primary Health Care level *Ensure that the Home Based Care and Community Health Worker systems are functioning adequately to support delivery of Primary Health Care services *Ensure that appropriate routine and non-routine data is collected and used to monitor all aspects of PHC delivery  *Ensure that quarterly reports on PHC service delivery are available.

ENQUIRIES
:
Mr B J A Asia at tel (012) 312-0070.

CLOSING DATE
:
21 January 2008 (Applications received after the closing date will not be considered).

OTHER POSTS
POST 48/19
:
DEPUTY DIRECTOR: INTERNATIONAL INTERAGENCY LIAISON AND REGULATORY NUTRITION


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

CENTRE
:
Pretoria.

REQUIREMENTS
:
*An appropriate four year degree or equivalent qualification in a natural science field *A post-graduate qualification in a food related field will be an added advantage *Three years Middle Management experience *Experience in food control and in the administrative aspects of the legislative process and of policy making *A working knowledge of the Food and Agriculture Organisation/World Health Organisation (FAO/WHO) Codex Alimentarius Commission, the Sanitary and Phytosanitary (SPS) and Technical Barriers to Trade (TBT) Agreements of the World Trade Organisation as well as food labelling and related matters *Good interpersonal relations *Good organisational skills *Good communication (written and verbal) and leadership skills *Supervisory and project management skills *Basic financial and strategic planning skills *Computer literacy *A valid code 08 (Code B) driver’s licence.

DUTIES
:
*Manage the National Codex Contact Point and act as secretariat to the National Codex Committee *Act as contact point for the WHO’s INFOSAN *Meet the Directorate’s obligations relating to the World Trade Organisations’ SPS and TBT Agreement *Supervise the Division: Regulatory Nutrition.

ENQUIRIES
:
Mr A W J Pretorius at tel (012) 312-0185.

CLOSING DATE
:
21 January 2008 (Applications received after the closing date will not be considered).

POST 48/20
:
ASSISTANT DIRECTOR: MEDICAL NATURAL SCIENCES



Cluster: Communicable Diseases: Directorate: Communicable Disease Control
SALARY
:
R196 815 per annum (plus competitive benefits)  

CENTRE
:
Pretoria.

REQUIREMENTS
:
A Bachelor of Science (Honours) degree in Zoology/Parasitology/Microbiology. One-two years management experience. Knowledge and understanding of the life cycles of the Parasites and Vectors responsible for Various Diseases, as well as the method to combat Vectors is essential. The ability to evaluate and interpret reports and research findings is necessary. A clear understanding of the epidemiology of vector borne diseases and zoonotic diseases as well as of Public Health is essential to be able to assist in the development of policy and guidelines, as well as the implementation, monitoring and evaluation of policies and guidelines. A further post-graduate qualification in Biology Sciences or post-graduate qualification in Public health is desirable. Experience in the field of Parasitology and Vector Biology would be beneficial. The ability to work independently, whilst integrating task with team members will be helpful to complete special projects. Skills and experience in epidemiology and research methods. Good communication skills (written and verbal). Computer literacy. Good interpersonal and co-ordination skills.  A valid code 08 (Code B) driver’s licence.  

DUTIES
:
*Co-ordinate the formulation of policy guidelines for vector borne and zoonotic diseases in South Africa e.g. anthrax, plaque, yellow fever, schistosomiasis, etc. *Facilitate the surveillance and development of clinical guidelines and update existing control policy of priority vector borne and zoonotic diseases in South Africa *Provide technical support and training on relevant vector borne and zoonotic disease surveillance, prevention and control *Maintain and distribute information for relevant vector borne and zoonotic diseases *Reply to parliamentary, Ministerial, media and other enquiries and correspondence *Provide advice and support to provinces on other vector borne and zoonotic diseases *Support port health services with regard to vector borne diseases *Ensure the updating of the travel health guidelines and development of and facilitate IEC materials *Support malaria control activities when the need arises with technical support to provinces.

ENQUIRIES
:
Dr MRB Maloba at tel. (012) 312 0375. 

CLOSING DATE
:
7 January 2008 (Applications received after the closing date will not be considered).

POST 48/21
:
CHIEF FORENSIC ANALYST


Cluster: Non-Communicable Diseases: Directorate: Forensic Pathology Services: Forensic Chemistry Laboratory
SALARY
:
R196 815 per annum (plus competitive benefits)
CENTRE
:
Johannesburg.

REQUIREMENTS
:
A BSc. degree with chemistry as a major subject (or equivalent qualification) with proven experience in working in a forensic chemistry laboratory OR in a analytical chemistry/pharmaceutical laboratory  will be considered provided the candidate list proven supervisory experience and/or involvement with overseeing projects pertaining to the field of chemistry. Knowledge of  laboratory accreditation procedures (ISO17025). Handling and trouble-shooting analytical instruments e.g. Head Space Gas Chromatographs and Fluoride meters. Experience in both gas chromatography and high performance liquid chromatography would be an advantage. Knowledge of Criminal Procedures Act, Occupational health and Safety Act. Basic knowledge of the judicial system and court procedures. Good computer skills. Knowledge of official governmental administrative procedures and policies, human resources management would be an added advantage . Good working knowledge of computer and various software packages e.g. MS Word, Access, Excel, Chemstation, etc. A valid code 08 (Code B) driver’s licence and good verbal and written interpersonal skills in the English language would be recommended. (Candidates will be subjected to a practical test to determine analytical, instrumentation and sampling preparation abilities and skills as well as computer skills).

DUTIES
:
This is a junior management and the successful candidate will act as Head of Section. The initial assignment will be as Head of Blood Alcohol Unit which oversees the analysis of blood samples for ethanol content. However an overall skill in varying duties relating to all forms of forensic chemistry would be advantageous. Please note that strong managerial and organisational skills a re a must. Blood Alcohol Duties: *Manage and maintain operational and quality aspects at Blood Alcohol Unit *Document, implement and upgrade process within the Blood Alcohol Unit *Supervise Blood Alcohol Unit personnel *Oversee all technical analytical aspects of the Blood Alcohol Unit *Overall, to assist in applying skills and knowledge to all areas within the Forensic Chemistry Laboratory as required.  

ENQUIRIES
:
Ms IJ Fenyvesi at tel. (011) 242 9705. 

CLOSING DATE
:
7 January 2008 (Applications received after the closing date will not be considered).

POST 48/22
:
ASSISTANT DIRECTOR: HEALTHY ENVIRONMENTS FOR CHILDREN INITIATIVE


Cluster: Primary Health Care. Districts and Development. Directorate: Health Promotion
SALARY
:
R157 686 per annum (plus competitive benefits)
CENTRE
:
Pretoria.

REQUIREMENTS
:
*A three year Bachelor’s degree in Health Science or equivalent qualification *Three years experience in child health issues *Knowledge and experience in developing, implementing, monitoring and evaluating health and environmental policies, particularly on healthy environments for children *Knowledge of Child Care Act and Regulations *Knowledge of the Public Finance Management Act (PFMA), Treasury Regulations, Public Service Regulations (including Public Service Code of Conduct), Labour Relations Act and Batho Pele Principles *Ability to formulate, implement, monitor and evaluate operational and strategic plans *Ability to collaborate with a wide range of stakeholders *Capability to work independently and in a team *Must be prepared to travel extensively, work under pressure and irregular hours (i.e. over weekends) *Computer literacy (MS Word, MS Excel, PowerPoint, GroupWise etc) *Excellent communication skills (written and verbal) and interpersonal relations *Good planning and organisational skills *A valid code 08 (Code B) driver’s licence.

DUTIES
:
*Develop, facilitate and implement Healthy Environments for Children Initiative (HECI) programme in the country *Facilitate and provide technical support, planning, co-ordinating, implementing and evaluating HECI programme within the Department and in all provinces *Participate in HECI activities nationally and provincially *Facilitate capacity building of Health Promotion officials on HECI *Facilitate research on HECI *Manage HECI projects that are outsourced to NGO’s and other service providers *Manage the preparation of operational plans on HECI in line with strategic plans including key performance target of HECI activities *Network with stakeholders to enhance the development and implementation of HECI programmes in the country *Develop and distribute Information, Education and Communication (IEC) materials on HECI to provinces. 

ENQUIRIES
:
Ms Motlatla at tel (012) 312-0183. 

CLOSING DATE
:
21 January 2008 (Applications received after the closing date will not be considered).

POST 48/23
:
CONTROL CLINICAL TECHNOLOGIST


Cluster: Non-Communicable Diseases: Directorate: Medical Bureau for Occupational Diseases
SALARY
:
R157 686 per annum (plus competitive benefits)  

CENTRE
:
Johannesburg.

REQUIREMENTS
:
An appropriate B-degree in Technology or National Diploma in Clinical Technology. Registration with the Health Professions Council of South Africa as a Clinical Technologist. An appropriate post-graduate qualification will be an added advantage. Relevant experience in clinical technology. Ability to perform lung function tests according to American Thoracic guidelines and interpretation thereof. Good insight in the operations and principles of lung function equipment. Supervisory experience and leadership skills. Communications and interpersonal relation skills. Computer literacy. Knowledge in purchasing new equipment when necessary (Provisioning Administration). Training students in the field of Pulmonology and report writing skills. 

DUTIES
:
*Perform diagnostic procedures to determine normal and abnormal function of the lungs *Participate in research projects in the field of Pulmonology and or other related fields under the guidance of a mentor *Have input on the budget compilation for the Lung Function Unit  *Manage human resources within the relevant statutory policy framework *Maintain prescribed quality control to maintain the standard of the unit in accordance with SATA and ATS *Conduct supervisory functions on staff and work performance *Evaluate staff for Performance Management Development System (PMDS) *Deal with conflict *Keep proper records and statistics *Adhere to general safety regulations in the unit *Responsible for administrative duties *Submit motivations, submissions and specification for new equipment *Order consumables needed for the operation of different equipment and keep records of stock *Provide in-house practical training for students in Pulmonology once they have completed their theoretical course at an Institution *Manage the daily running of the unit in such a way that the quality of service rendered is in no way compromised *Liaise with senior management

ENQUIRIES
:
Dr L Ndelu  at tel. (011) 403 6322. 

CLOSING DATE
:
7 January 2008 (Applications received after the closing date will not be considered).

POST 48/24
:
SENIOR ADMINISTRATIVE OFFICER (CUBA AND AMERICAS)


Cluster: Africa and South-South Relations. Directorate: South-South Relations. Division: Cuba and Americas
SALARY
:
R132 054 per annum (plus competitive benefits)  

CENTRE
:
Pretoria. 

REQUIREMENTS
:
*An appropriate three year Bachelor’s degree or equivalent qualification or a Senior Certificate (Grade 12) with five (5) years experience in office administration *Knowledge and experience in International and Bilateral relations will be an added advantage *Knowledge and related experience in junior management *Knowledge of procurement and logistics *Good interpersonal relations *Computer literacy *Good communication skills (written and verbal) *Good administrative, project management, organisational and planning skills *Must be prepared to travel internationally and nationally and work irregular hours *Ability to work independently and under pressure *Valid code 08 (Code B) driver’s licence.
DUTIES
:
*Provide administrative support to the sub-directorate: Cuba and Americas *Facilitate and arrange conferences, meetings and workshops *Compile agendas, minutes, submissions and reports etc. *Provide financial and logistical support services to the sub-directorate *Make national and international travel arrangements and accommodation *Process claims as well as general administrative support to the sub-directorate *Assist in planning and managing national and international visits for the Minister and other officials *Draft programmes for international visitors *Administer a database of medical students and Cuban doctors *Liaise with provinces, Department of Foreign Affairs and South African Missions abroad. 

ENQUIRIES
:
Mr N Mhlabane at tel (012) 312-0458. 

CLOSING DATE
:
21 January 2008 (Applications received after the closing date will not be considered).

POST 48/25
:
SENIOR ADMINISTRATIVE OFFICER (CUBA AND AMERICAS)



Cluster: Africa and South-South Relations. Directorate: South-South Relations. Division: Cuba and Americas
SALARY
:
R132 054 per annum (plus competitive benefits) 

CENTRE

Pretoria. 

REQUIREMENTS
:
*An appropriate three year Bachelor’s degree or equivalent qualification or a Senior Certificate (Grade 12) with five (5) years experience in office administration *Knowledge and experience in International and Bilateral relations will be an added advantage *Knowledge and related experience in junior management *Knowledge of procurement and logistics *Good interpersonal relations *Computer literacy *Good communication skills (written and verbal) *Good administrative, project management, organisational and planning skills *Must be prepared to travel internationally and nationally and work irregular hours *Ability to work independently and under pressure *Valid code 08 (Code B) driver’s licence.

DUTIES
:
*Provide administrative support to the sub-directorate: Cuba and Americas *Facilitate and arrange conferences, meetings and workshops *Compile agendas, minutes, submissions and reports etc. *Provide financial and logistical support services to the sub-directorate *Make national and international travel arrangements and accommodation *Process claims as well as general administrative support to the sub-directorate *Assist in planning and managing national and international visits for the Minister and other officials *Draft programmes for international visitors *Administer a database of medical students and Cuban doctors *Liaise with provinces, Department of Foreign Affairs and South African Missions abroad. 

ENQUIRIES
:
Mr N Mhlabane at Tel (012) 312-0458. 

CLOSING DATE
:
21 January 2008 (Applications received after the closing date will not be considered).

POST 48/26
:
ADMINISTRATIVE OFFICER



Cluster: Legal Services


(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service in terms of the Public Service Act, will not be considered for the post. This is a re-advertisement, candidates who previously applied for this post, “Ref. PSC.23/11” must re-apply if they are still interested). 
SALARY
:
R106 335 per annum (plus competitive benefits)  

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate recognised three-year Bachelor’s degree/National diploma or equivalent qualification. Experience in office administration, financial reports and writing of minutes. Good communication skills (written and verbal). Knowledge of LOGIS and the compiling of financial reports. Good interpersonal relations. Computer literacy and the ability to work under pressure. Knowledge of MS Excel and PowerPoint will be an added advantage. A valid code 08 (Code B) driver’s licence.
DUTIES
:
* Render administrative support to the Legal Unit *Maintaining a legal register of all in and outgoing post *Making of travel and accommodation arrangement *Making of photocopies and sending of faxes *Creating and updating the filing system regularly and assist with filing of documents *Responsible for approval of all Memo Request on LOGIS and ordering of non standard stock as well as orders via petty cash *Controlling of the inventory of the furniture and equipment, obtaining of quotes for new orders *Writing of memo’s and minutes as requested.

ENQUIRIES
:
Ms Cora de Groot at tel. (012)312 0460 

CLOSING DATE
:
7 January 2008 (Applications received after the closing date will not be considered).

POST 48/27
:
SENIOR SECRETARY GRADE II



Cluster: Hospital Services: Directorate: Revitalisation Project Unit


(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service in terms of the Public Service Act, will not be considered for the post). 
SALARY
:
R68 955 per annum (plus competitive benefits)  

CENTRE
:
Pretoria.
REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification. Diploma in secretarial/Office Management. One year experience in secretarial position. Computer literacy skills and knowledge in Microsoft Office (i.e. MS Word, Excel and PowerPoint). Excellent organisational and the ability to work under pressure. Strong interpersonal and communication skills (written and verbal). Willing to travel

DUTIES
:
*Answering the telephones and screening the calls before transferring them to the Director *Manage the Director’s diary *Do general office duties (i.e. typing, filling, faxing and sending and receiving e-mails, etc.) *Co-ordination and management of meetings and development of minutes *Arrange traveling and accommodation logistics for the Director *Process all the claims for the Director e.g. subsistence and travel claims *Taking minutes in Project Manager’s Forums and Cluster meetings *Receive visitors and organising refreshments when necessary.

ENQUIRIES
:
Mr NN Mphaphuli at tel. (012)312 0080. 

CLOSING DATE
:
7 January 2008 (Applications received after the closing date will not be considered).

ANNEXURE 
DEPARTMENT OF HOME AFFAIRS

CLOSING DATE
:
14 December 2007

NOTE
:
Applications must be submitted on the Application for Employment form (Z.83) obtainable from any Public Service Department and should be accompanied by a comprehensive CV and certified copies of qualifications including at least two contactable referees (these should be people who recently worked with the applicant). It is the responsibility of applicants in possession of foreign qualifications to submit evaluated results by the South African Qualification Authority. Submit separate documentation for each position. If no contact is made within three (3) months after the closing date of this advertisement, please accept that the application was unsuccessful. Applications received after the closing date or those that do not comply with the requirements, will not be taken into consideration.

OTHER POSTS

POST 48/28
:
LABOUR RELATIONS OFFICER REF NO: HRMC N3/07/2
SALARY
:
Basic salary of R132 054 per annum
CENTRE
:
Pretoria: Head Office: Directorate: Labour Relations

REQUIRMENTS
:
An appropriate three year Degree/Diploma. Candidates who are in possession of a Grade 12 qualification with extensive experience on the management of grievances, complaints and misconduct may apply. Good written and verbal communication skills. Good computer skills especially Word, Excel and Power Point. Ability to work under pressure. A valid driver’s licence as well as availability to travel frequently throughout South Africa. 

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Investigating grievances, complaints and misconduct cases. Writing submissions to management. Interacting with trade unions. Representing the Department in disciplinary hearings. Advising line management on labour relations matters. Providing /facilitating  labour relations training. Drafting policies, reports, as well as investigation reports.

ENQUIRIES
:
Mr R Oppelt Tel No: (012) 810 6111

APPLICATIONS
:
Forward applications, quoting the relevant reference number to The Director-General, Department of Home Affairs, Private Bag X114, PRETORIA, 0001, for attention: Ms B Mckue, Directorate: Human Resource Management. Alternatively, applications may be hand delivered to the Department of Home Affairs at 270 Maggs Street, Waltloo

FOR ATTENTION
:
Ms B Mckue, Directorate: Human Resource Management.

POST 48/29
:
EMPLOYEE WELLNESS PRACTITIONER REF NO: HRMC N3/07/5a
SALARY
:
Basic salary of R132 054 per annum

CENTRE
:
Provincial Manager’s Office: Free State
REQUIREMENTS
:
An appropriate three year Degree/Diploma in Social Science or Psychology. Registration with South Africa Council for Social Services Professions (SACSSP) as a Social Worker or the HPCA as a Psychologist. Appropriate knowledge and extensive experience in Employee Wellness Programmes as well as short term counselling. Computer literacy. A valid driver’s licence and willingness to travel are essential. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Supporting managers in Employee Wellness operations and their roles in monitoring Job performance and referral of employees to the Programme. Implementing HIV/AIDS, Occupational Health and Safety as well as Sports and Recreation programmes. Provide short-term counselling to employees. Developing and implementing proactive Employee Wellness programmes (Stress management, Life Skills, Interpersonal Relations and Supervisory. Training)

ENQUIRIES
:
Mr F J Masibi, Tel No: (051) 410 3912
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, P O Box 12262, BRANDHOF, 9324, for attention: Mr F J Masibi. Alternatively, applications may be hand delivered to the Department of Home Affairs at 40 Victoria Road, Willows

FOR ATTENTION
:
Mr F J Masibi
POST 48/30
:
EMPLOYEE WELLNESS PRACTITIONER REF NO: HRMC N3/07/5b
SALARY
:
Basic salary of R132 054 per annum

CENTRE
:
Provincial Manager’s Office: Western Cape

REQUIREMENTS
:
An appropriate three year Degree/Diploma in Social Science or Psychology. Registration with South Africa Council for Social Services Professions (SACSSP) as a Social Worker or the HPCA as a Psychologist. Appropriate knowledge and extensive experience in Employee Wellness Programmes as well as short term counselling. Computer literacy. A valid driver’s licence and willingness to travel are essential.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Supporting managers in Employee Wellness operations and their roles in monitoring Job performance and referral of employees to the Programme. Implementing HIV/AIDS, Occupational Health and Safety as well as Sports and Recreation programmes. Provide short-term counselling to employees. Developing and implementing proactive Employee Wellness programmes (Stress management, Life Skills, Interpersonal Relations and Supervisory. Training)

ENQUIRIES
:
Ms E Booysen, Tel No: (021 488 1418

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X 9103 Cape Town, 8000,. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 60 ST Georges Mall, Reserve Bank Building, 13th floor.

FOR ATTENTION
:
Ms E Booysen
POST 48/31
:
EMPLOYEE WELLNESS PRACTITIONER (2 POSITIONS) REF NO: HRMC N3/07/5C

SALARY
:
Basic salary of R132 054 per annum

CENTRE
:
Provincial Manager’s Office: North West

REQUIREMENTS
:
An appropriate three year Degree/Diploma in Social Science or Psychology. Registration with South Africa Council for Social Services Professions (SACSSP) as a Social Worker or the HPCA as a Psychologist. Appropriate knowledge and extensive experience in Employee Wellness Programmes as well as short term counselling. Computer literacy. A valid driver’s licence and willingness to travel are essential.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Supporting managers in Employee Wellness operations and their roles in monitoring Job performance and referral of employees to the Programme. Implementing HIV/AIDS, Occupational Health and Safety as well as Sports and Recreation programmes. Provide short-term counselling to employees. Developing and implementing proactive Employee Wellness programmes (Stress management, Life Skills, Interpersonal Relations and Supervisory. Training)

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, for attention: Ms M L Molete. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG,.
FOR ATTENTION
:
Ms M L Molete
POST 48/32
:
EMPLOYEE WELLNESS PRACTITIONER REF NO: HRMC N3/07/5d
SALARY
:
Basic salary of R132 054 per annum

CENTRE
:
Provincial Manager’s Office: Northern Cape

REQUIREMENTS
:
An appropriate three year Degree/Diploma in Social Science or Psychology. Registration with South Africa Council for Social Services Professions (SACSSP) as a Social Worker or the HPCA as a Psychologist. Appropriate knowledge and extensive experience in Employee Wellness Programmes as well as short term counselling. Computer literacy. A valid driver’s licence and willingness to travel are essential.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Supporting managers in Employee Wellness operations and their roles in monitoring Job performance and referral of employees to the Programme. Implementing HIV/AIDS, Occupational Health and Safety as well as Sports and Recreation programmes. Provide short-term counselling to employees. Developing and implementing proactive Employee Wellness programmes (Stress management, Life Skills, Interpersonal Relations and Supervisory. Training)

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X6073, KIMBERLEY, 8300,. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY
FOR ATTENTION
:
Mr M F Pienaar
POST 48/33
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11A
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Provincial Manager’s Officer: Kwa-Zulu Natal

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive  experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining the Provincial organogram. Capturing and approving transactions on PERSAL and administering the Performance Management System of the Province.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, for attention: Ms N P Mabaso. Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso
POST 48/34
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11B
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Provincial Manager’s Officer: Eastern Cape

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive  experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on PERSAL and administering the Performance Management System of the Province.
ENQUIRIES
:
Ms N Bodlani, Tel No: (043) 643 4689
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town
FOR ATTENTION
:
Ms N Bodlani
POST 48/35
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11C
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Provincial Manager’s Officer: Mpumalanga

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on PERSAL and administering the Performance Management System of the Province.

ENQUIRIES
:
Mr R C Steyn, Tel No: (013) 753 9522
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X11264, NELSPRUIT, 1200, for attention: Mr R C Steyn. Alternatively, applications may be hand delivered to the Department of Home Affairs at 16 Nel Street, Batleur Building, Nelspruit 
FOR ATTENTION
:
Mr R C Steyn
POST 48/36
:
PERSONNEL PRACTITIONER (3 POSITIONS) REF NO: HRMC N3/07/11B
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Eastern Cape Provincial Manager’s Officer: Eastern Cape (3 positions)

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on Persal and administering the Performance Management System of the Province.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043) 643 4689
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani
POST 48/37
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11C
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Mpumalanga Provincial Manager’s Officer: Mpumalanga

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on PERSAL and administering the Performance Management System of the Province.

ENQUIRIES
:
Mr R C Steyn, Tel No: (013) 753 9522
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X11264, NELSPRUIT, 1200, for attention: Mr R C Steyn. Alternatively, applications may be hand delivered to the Department of Home Affairs at 16 Nel Street, Batleur Building, Nelspruit 
FOR ATTENTION
:
Mr R C Steyn
POST 48/38
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11D

SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Provincial Manager’s Officer: Limpopo

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on Persal and administering the Performance Management System of the Province.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9517,POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively,applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/39
:
PERSONNEL PRACTITIONER REF NO: HRMC N3/07/11E
SALARY
:
Basic salary of R106 335 annum

CENTRE
:
Provincial Manager’s Officer: North West

REQUIREMENTS
:
An appropriate three year Degree/Diploma or equivalent qualification with relevant experience in the field of Human Resource Management. Candidates who are in possession of a Grade 12 qualification with extensive experience in human resources may apply Good knowledge of Public Service Human Resources processes and systems. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and other employment legislation. A valid driver’s license and willingness to travel. Computer literacy is essential. Knowledge of vulindlela will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: All Human Resources practices including recruitment and selection, conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements. Administering the staff establishment and maintaining 
the Provincial organogram. Capturing and approving transactions on PERSAL and administering the Performance Management System of the Province.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, for attention: Ms M L Molete. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 
FOR ATTENTION
:
Ms M L Molete.
POST 48/40
:
PRINCIPAL PERSONNEL OFFICER REF NO: HRMC N3/07/12
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Head Office: Pretoria, Sub-Directorate: Recruitment and Selection
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with extensive relevant experience. An appropriate Degree/Diploma will be an advantage. Proven written and verbal communication skills. The ideal candidate should be eloquent and have the ability to relate to staff at all levels. Experience in the placement of advertisements is essential. Knowledge of the recruitment process. Assertive, disciplined, and dynamic. Highly organised and be able to work independently and as a team member. Advanced computer literacy. Knowledge of Human Resources prescripts. Supervisory skills. Good interpersonal relations.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Advertising vacancies in the Department. Liaising with service providers with regard to placement of adverts in the print media. Facilitating payments to service providers. Supervising the issuing of regret letters. Supervise general performance of subordinates.
ENQUIRIES
:
Ms E Alberts, Tel No: (012) 810 8433

APPLICATIONS
:
Forward applications, quoting the relevant reference number to The Director-General, Department of Home Affairs, Private Bag X114, PRETORIA, 0001, for attention: Ms B Mckue, Directorate: Human Resource Management. Alternatively, applications may be hand delivered to the Department of Home Affairs at 270 Maggs Street, Waltloo, 
FOR ATTENTION
:
Ms B Mckue, Directorate: Human Resource Management.

POST 48/41
:
PROVISIONING ADMINISTRATION OFFICER REF NO: HRMC N3/07/13
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Provincial Manager’s Officer: Kwa-Zulu Natal

REQUIREMENTS
:
An appropriate three year Degree/ Diploma in Supply Chain Management or related fields with extensive relevant experience in a procurement environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in a procurement environment may apply Knowledge and understanding of Supply Chain Management Regulations as well as departmental systems and processes. Broad knowledge of Public Finance Management Act (PFMA), Treasury Regulations and Financial manuals. Good written and verbal communication skills. Sound interpersonal skills. Analytical and innovative thinking. Ability to  interpret and apply policies. Computer literacy is essential. Ability to work under pressure. 

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Proper administration in respect of procurement of goods. Exercising control and ensuring safekeeping of fixed and movable assets. Maintaining and updating Province’s asset register to prevent losses of assets. Accommodating infrastructure of the Province. Ensuring proper administration of fleet services in the Province. 

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso
POST 48/42
:
ADMINISTRATIVE OFFICER (3 POSITIONS) REF NO: HRMC N3/07/14
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Head Office: Pretoria, Sub-directorate: Corruption Prevention

REQUIREMENTS
:
An appropriate three year post matric legal qualification with extensive applicable experience. Candidates who are in possession of a Grade 12 qualification with extensive experience in corruption prevention may apply. Knowledge of Risk Management, Immigration Act, Criminal Procedures Act, National Intelligence Agency Act, Labour Relations Act, Minimum Information Security Standards (MISS) as well as departmental prescripts , policies and procedures. Good written and verbal communication skills. Analytical and investigating skills. Good interpersonal relations. Ability to manage conflict situations effectively. Computer literacy. Supervisory skills. A valid driver’s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Assisting with the development of systems for the prevention of corruption. Assisting with the establishment of cluster groups within law enforcement agencies such as National Intelligence Agency (NIA), South African Police Services (SAPS), Banks and other Government Departments such as Social Services. Planning investigation processes independently. Designing/developing a crime analysis and prevention monitoring system. Supervising subordinates. Obtaining and co-ordinating the necessary documents for investigations and effective planning. Obtaining and co-ordinating required documents necessary for investigation.

ENQUIRIES
:
Ms C N Moitse Tel No: (012) 810 7345/8752

APPLICATIONS
:
Forward applications, quoting the relevant reference number to The Director-General, Department of Home Affairs, Private Bag X114, PRETORIA, 0001, for attention: Ms B Mckue, Directorate: Human Resource Management. Alternatively, applications may be hand delivered to the Department of Home Affairs at 270 Maggs Street, Waltloo, 
FOR ATTENTION
:
Ms B Mckue, Directorate: Human Resource Management.

POST 48/43
:
ADMINISTRATIVE OFFICER (3 POSITIONS) REF N0: HRMC N3/07/15
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Head Office: Pretoria, Sub-directorate: Corruption Investigations

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in corruption investigations. Candidates who are in possession of a Grade 12 qualification with extensive experience in corruption investigation may apply. Good written and verbal communication skills. Analytical and investigating skills. Ability to manage conflict situation effectively. Financial as well as project management skills. Presentation skills. Knowledge of Risk Management, Immigration Act, Criminal Procedures Act, National Intelligence Agency Act, Labour Relations Act, Minimum Information Security Standards (MISS) as well as departmental prescripts, policies and procedures. Ability to plan effectively, execute and write reports. Supervisory skills. A valid driver’s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Investigating fraud and corruption perpetrated by officials, outside syndicates in all offices and border posts nationally. Investigating, verifying, analysing and compiling file or dockets. Establishing a source base if no funds are allocated for this aspect. Building cluster groups within other law enforcement agencies, such as the national Intelligence Agency, South African Police Services, Banks and other Government Department. Planning investigation processes independently. Evaluating and analysing contents. Conducting follow-up investigations and making recommendations. Obtaining and co-ordinating necessary documents for investigations. Executing and reporting on investigations and operations to Director: Counter Corruption. Supervising subordinates.

ENQUIRIES
:
Ms C N Moitse Tel No: (012) 810 7345/8752

APPLICATIONS
:
Forward applications, quoting the relevant reference number to The Director-General, Department of Home Affairs, Private Bag X114, PRETORIA, 0001, for attention: Ms B Mckue, Directorate: Human Resource Management. Alternatively, applications may be hand delivered to the Department of Home Affairs at 270 Maggs Street, Waltloo, 
FOR ATTENTION
:
Ms B Mckue, Directorate: Human Resource Management.
POST 48/44
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16A
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Eshowe

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, for attention: Ms N P Mabaso. Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso
POST 48/45
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16B
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Kwa-Zulu, District Office: Mtubatuba

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, for attention: Ms N P Mabaso. Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso
POST 48/46
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16C
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
North West, District Office: Atamelang

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 
FOR ATTENTION
:
Ms M L Molete.
POST 48/47
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16D
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
North West, District Office: Mankwe

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 
FOR ATTENTION
:
Ms M L Molete.
POST 48/48
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16E
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Gauteng, Regional Office: Johannesburg

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, for attention: Ms M S Kau. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 
FOR ATTENTION
:
Ms M S Kau
POST 48/49
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16F
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Western Cape, District Office: Bellville

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Private Bag X9031, CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 St George’s Mall, Reserve Bank Building, 13th Floor, CAPE TOWN, 
FOR ATTENTION
:
Ms E Booysen
POST 48/50
:
ADMINISTRATIVE OFFICER REF NO: HRMC N3/07/16G
SALARY
:
Basic salary of R106 335 per annum

CENTRE
:
Western Cape, Regional Office: George

REQUIREMENTS
:
An appropriate three year Degree/Diploma with extensive experience in an administrative environment. Candidates who are in possession of a Grade 12 qualification with extensive experience in administration may apply. Knowledge of the core functions of the Department. Knowledge of the Public Finance Management Act, Supply Chain Management as well as Human Resource processes. Outstanding interpersonal relations, administrative, organising, leadership as well as time and office management skills. Ability to motivate people. Ability to perform effectively under pressure. Excellent written and verbal communication skills. Computer literacy. Supervisory skills. A valid driver’s license. 

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing administrative related functions. Performing financial administration as well as human resources related and ensuring effective maintenance of financial register. Ensuring effective maintenance of government vehicles within the office. Monitoring, maintaining and updating the filing system of the office. Providing guidance and advice to subordinates.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Private Bag X9031, CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 St George’s Mall, Reserve Bank Building, 13th Floor, CAPE TOWN, 
FOR ATTENTION
:
Ms E Booysen
POST 48/51
:
SECURITY OFFICER (10 POSITIONS) REF NO: HRMC N3/07/26A
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
Head Office: Pretoria, Sub-directorate: Physical Security

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Mr H Ngobeni, Tel No: (012) 810 6401
APPLICATIONS
:
Forward applications, quoting the relevant reference number to The Director-General, Department of Home Affairs, Private Bag X114, PRETORIA, 0001, Alternatively, applications may be hand delivered to the Department of Home Affairs at 270 Maggs Street, Waltloo, 
FOR ATTENTION
:
Ms B Mckue, Directorate: Human Resource Management.

POST 48/52
:
SECURITY OFFICER (2 POSITIONS) REF NO: HRMC N3/07/26B
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
Free State, District Office: Botshabelo

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Mr F J Masibi, Tel No: (051) 410 3912

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, P O Box 12262, BRANDHOF, 9324, Alternatively, applications may be hand delivered to the Department of Home Affairs at 40 Victoria Road, Willows, 
FOR ATTENTION
:
Mr F J Masibi

POST 48/53
:
SECURITY OFFICER REF NO: HRMC N3/07/26C
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
Free State, Regional Office: Bloemfontein

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Mr F J Masibi, Tel No: (051) 410 3912

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, P O Box 12262, BRANDHOF, 9324, for attention: Mr F J Masibi. Alternatively, applications may be hand delivered to the Department of Home Affairs at 40 Victoria Road, Willows, 
FOR ATTENTION
:
Mr F J Masibi.

POST 48/54
:
SECURITY OFFICER (2 POSITIONS) REF NO: HRMC N3/07/26D
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, Regional Office: Mmabatho

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 
FOR ATTENTION
:
Ms M L Molete.
POST 48/55
:
SECURITY OFFICER (2 POSITIONS) REF NO: HRMC N3/07/26E
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, Regional Office: Klerksdorp
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/56
:
SECURITY OFFICER (2 POSITIONS) REF NO: HRMC N3/07/26F
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, Regional Office: Rustenburg
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/57
:
SECURITY OFFICER REF NO: HRMC N3/07/26G
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Ga-Rankuwa 
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/58
:
SECURITY OFFICER REF NO: HRMC N3/07/26H
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Wolmaranstad

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable  experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/59
:
SECURITY OFFICER REF NO: HRMC N3/07/26I
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Atamelang
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/60
:
SECURITY OFFICER REF NO: HRMC N3/07/26J
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Moretele

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the 
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/61
:
SECURITY OFFICER REF NO: HRMC N3/07/26K
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Mabopane

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/62
:
SECURITY OFFICER REF NO: HRMC N3/07/26l
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Mankwe

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/63
:
SECURITY OFFICER REF NO: HRMC N3/07/26M
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Madikwe

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/64
:
SECURITY OFFICER REF NO: HRMC N3/07/26N
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Brits

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG

FOR ATTENTION
:
Ms M L Molete.
POST 48/65
:
SECURITY OFFICER REF NO: HRMC N3/07/26O
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Ganyesa

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/66
:
SECURITY OFFICER REF NO: HRMC N3/07/26P
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Vryburg

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/67
:
SECURITY OFFICER REF NO: HRMC N3/07/26Q
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Taung

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/68
:
SECURITY OFFICER REF NO: HRMC N3/07/26R
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Molopo

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/69
:
SECURITY OFFICER REF NO: HRMC N3/07/26S
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Lehurutse

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/70
:
SECURITY OFFICER REF NO: HRMC N3/07/26T
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Potchefstroom

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/71
:
SECURITY OFFICER REF NO: HRMC N3/07/26U
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
North West, District Office: Lichtenburg

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/72
:
SECURITY OFFICER REF NO: HRMC N3/07/26V
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
Western Cape: District Office: Nyanga

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting access control. Operating close circuit television equipment.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X 9103 Cape Town, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 60 ST Georges Mall, Reserve Bank Building, 13th floor.

FOR ATTENTION
:
Ms E Booysen
POST 48/73
:
SECURITY OFFICER REF NO: HRMC N3/07/26W
SALARY
:
Basic salary of R58 290 per annum 

CENTRE
:
District Office: Mitchell’s Plain
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with applicable experience. Written and verbal communication skills. Knowledge and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Computer literacy. Registration with Private Security Industry Regulatory Authority (Grade C). Candidates must be prepared to be shift workers.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: ensuring compliance with Minimum Information Security Standards and other related security regulations and policies. Performing security operational matters. Enforcing adherence to security regulations, directives and policies. Conducting accesscontrol. Operating close circuit television equipment.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418
APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X 9103 Cape Town, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 60 ST Georges Mall, Reserve Bank Building, 13th floor.

FOR ATTENTION
:
Ms E Booysen

POST 48/74
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27A
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, Regional Office: Amajuba

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of HomeAffairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/75
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27B
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Vryheid

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/76
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27C
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Phoenix

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/77
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27D

SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Prospecton

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of HomeAffairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/78
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27E
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Ixopo

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/79
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27F
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office Empangeni

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/80
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27G
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, District Office: Tongaat

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of HomeAffairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/81
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27H
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Kwa-Zulu Natal, Service Point: Richmond

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso

POST 48/82
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27I
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, Regional Office: Port Elizabeth 

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/83
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27J
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Humansdorp

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/84
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27K
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Grahamstown

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/85
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27L
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Uitenhage

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/86
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27M
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Peddie

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/87
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27N
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, Regional Office: Queenstown

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/88
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27O
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Keiskamahoek

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/89
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27P
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Engcobo

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/90
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27Q
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Alice

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/91
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27R
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, Service Point: Middledrift

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/92
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27S
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, District Office: Mdantsane

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/93
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27T
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Eastern Cape, Service Point: Komga

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms N Bodlani, Tel No: (043)  643 4689

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X7413, KING WILLIAMS TOWN, 5600, for attention: Ms N Bodlani. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 7 Arches Building, Taylor Street, King Williams Town 
FOR ATTENTION
:
Ms N Bodlani.
POST 48/94
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27U
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Northern Cape, District Office: Kuruman

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X6073, KIMBERLEY, 8300, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY, for attention: Mr M F Pienaar.
FOR ATTENTION
:
Mr M F Pienaar
POST 48/95
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27V
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Northern Cape, Regional Office: Springbok

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X6073, KIMBERLEY, 8300, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY
FOR ATTENTION
:
Mr M F Pienaar

POST 48/96
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27W
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Northern Cape, Regional Office: Springbok

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X6073, KIMBERLEY, 8300, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY, for attention: Mr M F Pienaar.
FOR ATTENTION
:
Mr M F Pienaar

POST 48/97
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27X
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Northern Cape, Regional Office: Springbok

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X6073, KIMBERLEY, 8300, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY, 
FOR ATTENTION
:
Mr M F Pienaar.
POST 48/98
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27Y
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Northern Cape, Regional Office: Upington 

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X6073, KIMBERLEY, 8300, Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st and 2nd Floor, KIMBERLEY, 
FOR ATTENTION
:
Mr M F Pienaar.
POST 48/99
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27Z
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Swartruggens

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/100
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27AA
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, District Office: Brits

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/101
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27BB
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, District Office: Wolmaranstad

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/102
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27CC
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Zeerust

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.

POST 48/103
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27DD
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, District Office: Lehurutshe

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/104
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27EE
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Klerksdorp Hospital

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/105
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27FF
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Haartebeesfontein 

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/106
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27GG
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Fotchville

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/107
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27HH
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Ventersdorp

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.

POST 48/108
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27II
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Schweizer Reineke

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/109
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27JJ
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West Provincial Hospital

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/110
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27KK
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
North West, Service Point: Mathibistad

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/111
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27LL
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Paul Kruger Memorial Hospital

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/112
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27MM
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, District Office: Modemolle 

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/113
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27NN
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, Regional Office: Giyani

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/114
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27OO
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, Service Point: Hlakeki

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/115
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27PP
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, Service Point: Modjadjiskloof / Duiwelskloof

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/116
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27QQ
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, Service Point: Naphuno

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/117
:
ADMINISTRATION CLERK (4 POSITIONS) REF NO: HRMC N3/07/27RR
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, District Office: Tzaneen

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/118
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27SS
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Limpopo, District Office: Phalaborwa

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag, X9517 POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/119
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27TT
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Service Point: Devon

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/120
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27UU
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Service Point: Ratanda
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/121
:
ADMINISTRATION CLERK (5 POSITIONS) REF NO: HRMC N3/07/27VV
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Nigel
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/122
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27WW
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Gauteng District Office: Edenvale
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/123
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27XX
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Roodepoort
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/124
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27YY
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Regional Office: Johannesburg
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/125
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27AAA
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Sebokeng (Sebokeng Hospital)
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/126
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27AAA
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Kemptonpark (Tembisa Hospital)
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/127
:
ADMINISTRATION CLERK (5 POSITIONS) REF NO: HRMC N3/07/27BBB
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Regional Office: Marabastad
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/128
:
ADMINISTRATION CLERK (4 POSITIONS) REF NO: HRMC N3/07/27CCC
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Regional Office: Akasia
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/129
:
ADMINISTRATION CLERK (7 POSITIONS) REF NO: HRMC N3/07/27DDD
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Boksburg
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/130
:
ADMINISTRATION CLERK (5 POSITIONS) REF NO: HRMC N3/07/27EEE
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, Regional Office: Germiston
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/131
:
ADMINISTRATION CLERK (5 POSITIONS) REF NO: HRMC N3/07/27FFF
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Alberton
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/132
:
ADMINISTRATION CLERK (4 POSITIONS) REF NO: HRMC N3/07/27GGG
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Sandton
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/133
:
ADMINISTRATION CLERK (2 POSITIONS) REF NO: HRMC N3/07/27HHH
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Benoni
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/134
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27III
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Gauteng, District Office: Brakpan
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein 

FOR ATTENTION
:
Ms M S Kau
POST 48/135
:
ADMINISTRATION CLERK (15 POSITIONS) REF NO: HRMC N3/07/27JJJ
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Bellville
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/136
:
ADMINISTRATION CLERK (15 POSITIONS) REF NO: HRMC N3/07/27KKK
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Khayelitsha
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/137
:
ADMINISTRATION CLERK (4 POSITIONS) REF NO: HRMC N3/07/27LLL
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Mitchell’s Plain
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/138
:
ADMINISTRATION CLERK (8 POSITIONS) REF NO: HRMC N3/07/27MMM
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Nyanga
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/139
:
ADMINISTRATION CLERK (10 POSITIONS) REF NO: HRMC N3/07/27NNN
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Caledon
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/140
:
ADMINISTRATION CLERK (10 POSITIONS) REF NO: HRMC N3/07/27OOO
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, Regional Office: George
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/141
:
ADMINISTRATION CLERK (3 POSITIONS) REF NO: HRMC N3/07/27PPP
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Oudtshoon
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/142
:
ADMINISTRATION CLERK (4 POSITIONS) REF NO: HRMC N3/07/27QQQ
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Beaufort West
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/143
:
ADMINISTRATION CLERK (5 POSITIONS) REF NO: HRMC N3/07/27RRR
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, Regional Office: Paarl
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/144
:
ADMINISTRATION CLERK REF NO: HRMC N3/07/27SSS
SALARY
:
Basic salary of R49 665 per annum

CENTRE
:
Western Cape, District Office: Vredendal
REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy. Good liaison and interpersonal skills in line with Batho Pele principles. Ability to work with clients and must have a slow-tempered personality. Good written and verbal communication skills. Knowledge of the departmental core functions will be an advantage.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: A variety of clerical tasks related to the departmental core functions. Rendering efficient and professional service at the counter. Keeping and updating statistics on a daily basis. Updating the track and trace system.

ENQUIRIES
:
Ms E Booysen, Tel No: (021) 488 1418

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/145
:
SECURITY GUARD (2 POSITIONS) REF NO: HRMC N3/07/28A
SALARY
:
Basic salary of R43 245 per annum 
CENTRE
:
Kwa-Zulu Natal, Port of Entry: Golela

REQUIREMENTS
:
A Grade 12 certificate with applicable experience. Verbal and written communication skills. Knowledge an and understanding of National Key Point Act, Risk Management, Minimum Information, Security Standards, Fire Arms Control Act, Access Control Act. Applicant will be employed as a shift worker.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Search persons, vehicles and baggage entering and leaving the premises. Securing and safe guarding the properties of the Department. Conducting static and mobile observations. Applying access control to all persons entering and leaving the premises. Reporting all security breaches

ENQUIRIES
:
Ms N P Mabaso, Tel No: (031) 583 8800/33

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X06 DURBAN, 4016, for attention: Ms N P Mabaso. Alternatively, applications may be hand delivered to the Department of Home Affairs at 92 Amstrong Avenue, Lalucia Ridge, Durban, 
FOR ATTENTION
:
Ms N P Mabaso
POST 48/146
:
CLEANER REF NO: HRMC N3/07/29A
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Northern Cape, Port of Entry: Sendelingdrift

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X6073,KIMBERLEY, 8300, for attention: Mr M F Pienaar. Alternatively, applications may be hand delivered to the Department of Home Affairs at No 69 Du Toitspan Street, ABSA CBD Building, 1st  and 2nd Floor, KIMBERLEY, 
FOR ATTENTION
:
Mr M F Pienaar
POST 48/147
:
CLEANER REF NO: HRMC N3/07/29B
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Western Cape, District Office: Wynberg

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/148
:
CLEANER REF NO: HRMC N3/07/29C

SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Western Cape, Cape Town International Airport 

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/149
:
CLEANER REF NO: HRMC N3/07/29D

SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Western Cape, Regional Office: Khayelitsha

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen

POST 48/150
:
CLEANER REF NO: HRMC N3/07/29E
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Western Cape, District Office: Nyanga

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Mr M Pienaar, Tel No: (053) 807 6723
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9103,CAPE TOWN, 8000, Alternatively, applications may be hand delivered to the Department of Home Affairs at 60 ST Georges Mall, Reserve Bank Building, 13th floor, CAPE TOWN.

FOR ATTENTION
:
Ms E Booysen
POST 48/151
:
CLEANER (2 POSITIONS) REF NO: HRMC N3/07/29F
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
North West, Regional Office: Klerksdorp

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Area: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/152
:
CLEANER REF NO: HRMC N3/07/29G
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
North West, District Office: Brits

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms M L Molete, Tel No: (018) 397 9915

APPLICATIONS
:
Forward applications, quoting the relevant reference number to the Provincial Manager, Department of Home Affairs, Private Bag X119, MMABATHO, 2735, Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Carrington and Shippard Street, MAFIKENG, 

FOR ATTENTION
:
Ms M L Molete.
POST 48/153
:
CLEANER REF NO: HRMC N3/07/29H

SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Limpopo, Tzaneen (Service Point: Naphumo)

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9517, Polokwane, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/154
:
CLEANER REF NO: HRMC N3/07/29I
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Limpopo, Tzaneen (Service Point Modjadjiskloof/Duiwelskloof))

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9517,POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/155
:
CLEANER REF NO: HRMC N3/07/29J
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Limpopo, District Office: Sekororo

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9517,POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/156
:
CLEANER REF NO: HRMC N3/07/29K
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Limpopo, Tzaneen (Service Point: Senwamokgope)

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms P C Maumela, Tel No: (015) 297 5803
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X9517,POLOKWANE, 0700, for attention: Ms P C Maumela. Alternatively, applications may be hand delivered to the Department of Home Affairs at 89 Biccard Street, POLOKWANE, 
FOR ATTENTION
:
Ms P C Maumela

POST 48/157
:
CLEANER REF NO: HRMC N3/07/29l
SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Gauteng, District Office: Nigel

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118,. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein Ms M S Kau
FOR ATTENTION
:
Ms M S Kau
POST 48/158
:
CLEANER REF NO: HRMC N3/07/29M

SALARY
:
Basic salary of R43 245 per annum
CENTRE
:
Gauteng, District Office: Benoni

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification with extensive experience as a cleaner. Knowledge of utilising cleaning materials. Ability to read and understand instructions in English. Ability to perform routine tasks. Basic communication and interpersonal skills. 
DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: General cleaning duties. Taking proper care of cleaning equipment and machinery. All functions related to cleaning.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382
APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118,. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein Ms M S Kau
FOR ATTENTION
:
Ms M S Kau
POST 48/159
:
MESSENGER REF NO: HRMC N3/07/30

SALARY
:
Basic salary of R43 245 per annum 

CENTRE
:
Gauteng, Regional Office: Springs

REQUIREMENTS
:
Junior certificate or equivalent qualification. Proficiency in some of South Africa’s official languages. Willingness to work overtime. Ability to read and write in English. Excellent listening skills as well as ability to follow instructions accurately. Good interpersonal relations. A valid driver’s licence is essential.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Delivering and collecting mail to and from the post office. Distributing mail to relevant offices.

ENQUIRIES
:
Ms M S Kau, Tel No: (011) 476 2382

APPLICATIONS
:
The Provincial Manager, Department of Home Affairs, Private Bag X4728, JOHANNESBURG, 2118,. Alternatively, applications may be hand delivered to the Department of Home Affairs at Corner Debeer and De Korte Street, Mineralia Building, 3rd Floor, Braamfontein Ms M S Kau
FOR ATTENTION
:
Ms M S Kau
ANNEXURE G
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.
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

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.  The CV to be completed by all applicants is available on the DOJ website www.doj.gov.za or at any DOJ&CD sub-office and must accompany the Z83 and all other supporting documents required.  Applications that do not comply with the above mentioned requirements will not be considered.  Successful candidates may be required to undergo security clearance. Correspondence will be limited to short-listed candidates only.  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 this position.

OTHER POSTS

POST 48/160
:
ASSISTANT DIRECTOR: LIBRARY SERVICES (REF NO: 07/468/AIR)



(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. Applications that do not comply with the revised requirements will not be considered.)
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

POST 48/161
:
ASSISTANT DIRECTOR: LIBRARY SERVICES AND PUBLICATIONS - PROCUREMENT (REF NO: 07/467/AIR)



(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. Applications that do not comply with the revised requirements will not be considered.)

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

POST 48/162
:
MAINTENANCE OFFICER, (REF NO: 07/VA73/NW)

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

CENTRE
:
Taung Magistrate Court

REQUIREMENTS
:
An appropriate legal qualification (B Uri, B Proc or LLB); Proficiency in at least two official languages; A valid drivers licence. Skills and competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Numeric skills; Ability to work with the public members in a professional and empathetic manner; Develop a thorough understanding of all services and procedures in the area of maintenance and other areas of family law; Explain the legal terminology and processes in simple language; Manage time; Facilitate communication between persons with maintenance disputes.

DUTIES
:
Perform functions of Maintenance Officer in terms of the Maintenance Act; Guide Maintenance Investigators in performance of their duties; Gather financial information for the purposes of maintenance queries; Conduct proceedings in maintenance court; Implement Bench orders.

CLOSING DATE
:
14 December 2007

POST 48/163
:
ADMINISTRATION OFFICER (REF NO: 07/VA72/NW)


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

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

CENTRE
:
Rustenburg Magistrate Court

REQUIREMENTS
:
Three year Bachelor’s degree/National diploma or Grade 12 with 10 years experience in Courts and the Departmental Financial Management ; Sound knowledge of human resources management; Sound knowledge of financial management; Valid drivers licence. Skills and competencies: Knowledge of budget control; Computer literacy (MS Word); Sound knowledge of asset and facility management; Sound knowledge of supply chain management and risk management; Good interpersonal relations; Knowledge of PFMA, DFI, BAS and JYP
DUTIES
:
General supervision of Administrative clerks and Court clerks (court recorders); Control of cash hall (monies in trust, criminal, civil sections and general services); Render efficient and effective support to the courts; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Management and maintenance of documents, prescripts and records related to the functions of the department; Facilitate training and development of personnel; Attend to formal disciplinary matters; Management of performance in the office; and Performance of any other duties necessary to ensure smooth office running.

CLOSING DATE
:
14 December 2007

ANNEXURE I
DEPARTMENT OF LAND AFFAIRS

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

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

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

OTHER POST

POST 48/164
:
ASSISTANT DIRECTOR: FINANCIAL MANAGEMENT (CREDITORS) (REFERENCE: S8/3/2007/1255)

SALARY
:
R196 815 per annum 

CENTRE
:
Office Of The Chief Registrar Of Deed: Pretoria

REQUIREMENTS
:
Bachelors’ Degree in Accounting or equivalent qualification plus 3 to 4 years experience in financial management environment. * A sound understanding of expenditure management, GAAP / IFRS. * Ability to meet deadlines and work under pressure. * Computer literacy, especially in Accpac systems will be an advantage. * Knowledge of PFMA.

DUTIES
:
Effectively and efficiently run the Creditors Section, and ensure that correct payments are made to the appropriate suppliers in a timely and accurate manner. * Ensure proper authorization and adherence to accounting policies, procedures and practices. * Prepare monthly management report. * Supervise staff. * Report to audit queries
ANNEXURE I
NATIONAL PROSECUTING AUTHORITY

APPLICATIONS
:
Forward your application, clearly quoting the relevant recruitment number, each post has a different Recruitment number, Applications without the correct Recruitment number/without a Recruitment number will not be processed, to National Prosecuting Authority of South Africa, Private Bag x 752, Pretoria, 0001. E – Mail addresses and fax numbers are provided for each post respectively. Alternatively, hand deliver to:  123 Hartley, cnr. Westlake Street, Weavind Park, Pretoria, 0001 or post to: Private Bag X 752, Pretoria 0001.

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

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

OTHER POSTS

POST 48/165
:
DISTRICT COURT CONTROL PROSECUTOR REF NO. RECRUIT 0923

SALARY
:
R211 242 (D1) per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
CPP Bethlehem 

REQUIREMENTS
:
A recognised 3-year legal degree, or a legal diploma in respect of prosecutors appointed before 01/01/06, obtained from a university in the RSA, which includes at least the following courses: law of evidence, criminal procedure, criminal law, interpretation of statutes and at least  2 years  relevant criminal court work experience. Good management skills - must manage, give guidance to and train prosecutors. Proficiency in prosecuting, guiding investigations, and giving instructions in reasonably complex or more difficult common law and statutory offences in the District Court. Drafting charge sheets and complex court documents. Must be able to act independently without constant supervision. Manage court and case flow management independently; relieve in the Regional Court and mentor and/or train and quality check the work of prosecutors.  Good administrative skills. Valid driver’s licence required. 

DUTIES
:
Manage, train and give guidance to Prosecutors. Study case dockets and decide on the institution of and conduct criminal proceedings of a general and more advanced nature in the Regional Court. Prepare cases for court and draft charge sheets and other proceedings for court. Present and assist prosecutors to present the State’s case in court: to lead witnesses, cross-examine and address the court on inter alia, conviction and sentence, and in general to conduct prosecutions on behalf of the state. Perform all duties related thereto in accordance with the Code of Conduct, Policy and Directives of the National Prosecuting Authority. Assist the Senior Public Prosecutor with the performance assessments of staff. Perform general administrative duties of the office. Promote partner integration, community involvement and customer satisfaction in conjunction with partners in the criminal justice system.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0923@npa.gov.za Fax no. 012 843 4159.

POST 48/166
:
ADVANCED DEPUTY MANAGER: GENERAL REF NO. RECRUIT 0910
SALARY
:
R196 815 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Johannesburg
REQUIREMENTS
:
An appropriate Bachelors Degree or Diploma. At least 3- 5 years experience. Knowledge and skills in financial management. Budgeting and Budgeting control. Internal Control and Risk Management . PFMA and Report writing, Financial systems, HR Practices, Public Service Act. Public Service Regulations, Basic conditions of Employment Act. Strong organisational and leadership. Ability to think strategically and Knowledge of Supply Chain Management.

DUTIES
:
Screen, Process and Prioritize request queries or documents from various sections by replying to them. Assist the Corporate Manager on all corporate service matters. Ensure implementation of Human Resource policies; supply chain policies and financial policies. Advice the Corporate Manager and Management on the appropriate utilisation of infrastructural resources. Ensure Maintenance of proper Office Systems and Resources. Ensure proper control of the budget. Ensure proper management of Human resources, supply chain and the general administration of the office.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0910@npa.gov.za Fax no. 012 843 4146.
POST 48/167
:
ASSISTANT MANAGER: FINANCE (DEBT) REF NO. RECRUIT 0929

SALARY
:
R 132 054 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma in Financial Management or relevant tertiary qualification. At least 3-5 years experience. Computer literacy: MS Word, Excel etc. Good Client service. Strong organisational and leadership skills. Good communication, verbal and written skills. Knowledge and skills with regard to compliance with PFMA and Treasury Regulations. Knowledge of Basic Accounting System (BAS) and the PERSAL system. Knowledge and skills in Debt Management and other financial related matters.

DUTIES
:
The incumbent will be responsible for ensuring that: all debts owed to NPA are recorded on BAS system; Debtors are notified of their debts; the process of debt recovery is followed; debtor’s accounts are reconciled on monthly basis; debt statements are sent to debtors and clearing of suspense accounts. Monthly Debt Reconciliation. The incumbent will also have to provide weekly reports to the Finance Manager and provide assistance to auditors (during audit review).
ENQUIRIES
:
Wandisa Madikizela 012 845 6820 Recruit0929@npa.gov.za Fax no. 012 843 4165 

POST 48/168
:
ASSISTANT MANAGER: FINANCE - SOCA REF NO. RECRUIT 0942
SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Head Office

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

DUTIES
:
Prepare monthly expenditure reports, analyse expenditure reports to detect any incorrect allocations. Capture journal entries and entities on the system. Consolidate budget inputs from the units and draw-up expenditure reports from BAS. To clear Telkom exceptions on the system, faxing, photocopies and record keeping (filling) for easy reference. Attending to all queries relating budget and expenditure; Assist the Senior Finance Officer: Budget with overall management of the budget and expenditure

ENQUIRIES
:
Nnana Motaung 012 845 6142 Recruit0942@npa.gov.za Fax no. 012 843 4178.

POST 48/169
:
ASSISTANT MANAGER: GENERAL REF NO. RECRUIT0911
SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits
CENTRE
:
DPP Grahamstown
REQUIREMENTS
:
Grade 12 plus 3 - 5 years relevant experience, preferably within the Criminal Justice System. Strong administrative, decision making, organisational and general office management skills. Communication skills (written and verbal). Good planning and supervisory skills. Computer literacy preferably, with experience of programmes such as MS “Access” and “Excel” .A code EB driver’s license will be a recommendation. Performance measurement skills.

DUTIES
:
Execute a wide variety of administrative tasks  pertaining to the provision of support to line functionaries e.g. responsible for work flow and document tracking in the office, drafting memoranda, drafting of correspondence for members of the public and other organisations and state departments. Pursue complaints lodged to identify issues and to initiate appropriate research and to pursue avenues of enquiry or research as indicated. Supervise the work of subordinates and divide the incoming work amongst administrative assistants. Perform certain less complicated leadership functions in respect of the giving of guidance , technical and specialized advice. Interpreting and application of directives and policy, planning, budgeting, labour relations and performance assessments.  Measurement and the exercising of control and guidance.  Perform other tasks as may be delegated. 

ENQUIRIES
:
Tshwana Mponeng  012 845 609 Recruit0911@npa.gov.za Fax no. 012 843 414
POST 48/170
:
ASSISTANT MANAGER: FINANCE AND PROCUREMENT REF NO. RECRUIT 0912
SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits 

CENTRE
:
DPP Pietermariztburg

REQUIREMENTS
:
A Bachelor’s degree/diploma in Financial Management and/or Accounting.  Excellent written and verbal communication skills.  Innovative, proactive and decisive under pressure and solution-oriented.  Ability to meet strict deadlines.  Strong organisational and communication skills.  Knowledge of BAS, PERSAL and PASTEL. Thorough knowledge of PFMA and Treasury Regulations.  Sound accounting skills.  The person appointed in this position will be subjected to security clearance and the signing of a performance contract.

DUTIES
:
Compile and manage the budget.  Monitor budget spending in accordance with set policies and procedures.  Prepare and submit financial reports as per the proper financial management systems.  Perform all accounting and financial operations for the office. Perform Provisioning and Administration functions of the office.  Perform any other finance-related function as required by the supervisor from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0912@npa.gov.za Fax no. 012 843 4148
POST 48/171
:
ASSISTANT MANAGER: FINANCE REF NO. RECRUIT 0913
SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits 

CENTRE
:
DPP Kimberley

REQUIREMENTS
:
A Bachelor’s degree/diploma in Financial Management and/or Accounting.  Excellent written and verbal communication skills.  Innovative, proactive and decisive under pressure and solution-oriented.  Ability to meet strict deadlines.  Strong organizational and communication skills.  Knowledge of BAS, PERSAL and PASTEL. Thorough knowledge of PFMA and Treasury Regulations.  Sound accounting skills.  The person appointed in this position will be subjected to security clearance and the signing of a performance contract.

DUTIES
:
Compile and manage the budget.  Monitor budget spending in accordance with set policies and procedures.  Prepare and submit financial reports as per the proper financial management systems.  Perform all accounting and financial operations for the office. Perform Provisioning and Administration functions of the office.  Perform any other finance-related work.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0913@npa.gov.za Fax no. 012 843 4149
POST 48/172
:
ASSISTANT MANAGER: HUMAN RESOURCE REF NO. RECRUIT 0914
SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Cape Town

REQUIREMENTS
:
A three year relevant degree or diploma with at least 3 – 5 years appropriate experience. Knowledge and skills in HR regulatory Framework including PSBC resolutions, PSA, PSR, BCEA, LRA, EEA etc. General computer literacy in programmes such as MS Word, MS Excel, MS PowerPoint etc. Knowledge and experience of PERSAL and staff establishment. Strong organizational and leadership skills. General management skills. Ability to think strategically and innovatively. Willingness to perform additional tasks when required.

DUTIES
:
Reporting to the Corporate Manager the incumbent will be responsible for: Staff procurement activities e.g. (Recruitment and Selection, probation, contract and permanent appointments), Staff Maintenance and Staff exit. Provide advice to the Business Unit on HR issues. Train and develop HR Administration staff. Supervision of staff. Ensure proper implementation of HR policies and procedures.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0914@npa.gov.za Fax no. 012 843 4150

POST 48/173
:
ASSISTANT MANAGER: HR – FILE AUDIT REF NO. RECRUIT 0937
SALARY
:
R132 054. per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS

Grade 12 plus extensive working experience in the Public Service. Strong planning and organizing skills. Written and verbal communication. General supervisory skills. Ability to think strategically and innovatively. Ability to generate and utilise HR management information. Willingness to perform additional tasks as required. Proven ability to work in a stressful environment. Knowledge and skill in Human Resources environment. Knowledge of HR regulatory framework, including PSCBC Resolutions, PSA, PSR, BCEA, LRA, EEA etc. General computer literacy. Knowledge and experience of PERSAL.

DUTIES
:
File audit. Leave graduity and leave administration. Appointment and service benefits administrations. Capture information on PERSAL and approve PERSAL transactions. Deal with all enquiries related to leave, service termination, pensions and checking of leave audit and leave graduities. Responsible for in service benefits of staff. Compile reports and give guidance on service benefits.

ENQUIRIES
:
Mncedisi Sineke 012 845 6167 Recruit0937@npa.gov.za Fax no. 012 843 4173

POST 48/174
:
ASSISTANT LIBRARIAN REF NO. RECRUIT 0922
SALARY
:
R106 335 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DDPP Port Elizabeth 

REQUIREMENTS
:
A recognised B.bibl or equivalent National Diploma 2-3 years relevant experience in legal Library. Performing general administrative functions. Problem Solving skills. Report writing skills. Strong interpersonal and communication skills. Computer literacy (MS Word, Excel and Power point). Valid drivers licence.

DUTIES
:
Manage the law library according to library principles. Search and obtain relevant legal material and documents. Control the lending out of legal material. Research on new acts and publications and make proposals to procure legal materials. Binding of law reports. Responsible for library stock taking and keeping of statistics. Performing other duties as requested.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0922@npa.gov.za Fax no. 012 843 4158

POST 48/175
:
CHIEF ADMINISTRATIVE ASSISTANT: PROCUREMENT (DEMAND & ACQUISITIONS) REF NO. RECRUIT 0927
SALARY
:
R106 335 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Procurement Pretoria

REQUIREMENTS
:
An appropriate 3-year degree, or diploma. At least 2-years appropriate experience and strong organisational skills. Good communication and writing skills. Computer literacy: MS Word, Excel, PowerPoint, Outlook, Ability to think strategically and innovatively. Good Client service, Knowledge of the PFMA and National Treasury Regulations, Knowledge of Logis and BAS. Knowledge of Supply Chain Management 

DUTIES
:
The incumbent will assist the Senior Finance Officer: Acquisitions with the overall acquisition of goods and services for the NPA. Capture and compile requests for approval. Request quotations for goods and services. Liaise with internal and external clients. Attend to queries. Administer the ordering process on LOGIS. Fax and post orders to suppliers. Maintain records of requests and orders.

ENQUIRIES
:
Tsakane Golele 012 845 6005 Recruit0927@npa.gov.za Fax no. 012 843 4163

POST 48/176
:
CHIEF ADMINISTRATIVE ASSISTANT: FINANCE (BANKING) REF NO. RECRUIT 0932

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

CENTRE
:
Head Office

REQUIREMENTS
:
Candidates must be in possession of a degree/diploma in Financial Management and/or Accounting plus experience in Banking or Grade 12 Certificate plus extensive experience in the banking section. Extensive experience in the public sector’s financial environment is essential. Knowledge of BAS, PFMA and Treasury Regulations. The appointee will be subjected to security clearance and the signing of a performance and employment contract.

DUTIES
:
Capture receipts for all the offices. Replenishment of all petty cash accounts. Reconciliation of petty cash (Year-end closure). Capturing of telegraphic transfers. Management of all face value forms. Ensuring that all monies received are deposited on time. Reconciliation of all replenishments to the bank statement. Clearing of suspense accounts. Ensuring compliance with the PFMA, Treasury regulations policies and procedures.

ENQUIRIES
:
Tshidi Morakile 012 845 6543 Recruit0932@npa.gov.za Fax no. 012 843 4168

POST 48/177
:
CHIEF ADMINISTRATIVE ASSISTANT: FINANCE (X4) REF NO. RECRUIT 0928

SALARY
:
R 106 335 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office 

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma in Financial Management. At least 1 to 2 years experience in Financial Management. Good Client Service. Computer Literacy: MS Word, Excel etc. Good verbal and written communication skills. Ability to think creatively. Knowledge of the PFMA and Treasury Regulations. Knowledge of Basic Accounting System (BAS), PERSAL and LOGIS. Knowledge and skills with regard to clearing of suspense accounts, processing of creditors’ payments and Subsistence & Travel.

DUTIES
:
Provide weekly and monthly reports to the Senior Finance Officer. Process creditors’ payments. Process Subsistence & Travel Advances. Reconcile and clear suspense accounts. Perform reconciliation of Creditors’ statements. Compile and Capture payments of Travel Agencies on BAS and attend to all queries related to creditors’ payments. Prevent duplication of payments. Identify and report to the supervisor any irregular or fruitless expenditure. 

ENQUIRIES
:
Wandisa Madikizela 012 845 6820 Recruit0928@npa.gov.za Fax no. 012 843 4164

POST 48/178
:
CHIEF ADMINISTRATIVE ASSISTANCE: FINANCE REF NO. RECRUIT 0915

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

CENTRE
:
DPP Cape Town

REQUIREMENTS
:
Degree/ Diploma in Financial Management plus 2-3 experience in government Finance. Excellent writing and verbal communication skills. Ability to work under pressure and deadlines driven. Experience in the public Sectors financial environment is essential. Knowledge of all legislation pertaining to government. Knowledge of BAS, Subsistence and travelling claims, PERSAL, LOGIS, PFMA, Treasury and Tax Regulations, Supply Chain Management, Finance and procurement Policies and Procedures. Supervisory skills

DUTIES
:
Process payments of service providers. Process subsistence and travelling claims for the unit in line with the available budget. Render support in compilation and control of the budget. Carry out tasks relating to the acquisition, supply and distribution of inventory in accordance with procurement Policy. Manage petty cash. Liaise with corporate services regarding all matters pertaining to Finance.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0915@npa.gov.za Fax no. 012 843 4151

POST 48/179
:
CHIEF ADMINISTRATIVE ASSISTANT: FINANCE (BANKING) REF NO. RECRUIT 0932
SALARY
:
R 106 335 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
Candidates must be in possession of a degree/diploma in Financial Management and/or Accounting plus experience in Banking or Grade 12 Certificate plus extensive experience in the banking section. Extensive experience in the public sector’s financial environment is essential. Knowledge of BAS, PFMA and Treasury Regulations. The appointee will be subjected to security clearance and the signing of a performance and employment contract.

DUTIES
:
Capture receipts for all the offices. Replenishment of all petty cash accounts. Reconciliation of petty cash (Year-end closure). Capturing of telegraphic transfers. Management of all face value forms. Ensuring that all monies received are deposited on time. Reconciliation of all replenishments to the bank statement. Clearing of suspense accounts. Ensuring compliance with the PFMA, Treasury regulations policies and procedures.

ENQUIRIES
:
Tshidi Morakile 012 845 6543 Recruit0932@npa.gov.za Fax no. 012 843 4168

POST 48/180
:
CHIEF ADMINISTRATIVE ASSISTANT: HRM (STAFF MAINTENANCE) (X2) REF NO. RECRUIT 0939

SALARY
:
R 106 335.00 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
A Senior Certificate with appropriate experience as an Office Assistant.  Computer Literacy skills and experience in Ms Word, PowerPoint, Excel, Outlook, intranet and internet. Strong Organisational Ability. Good administration skills. General Office Management Skills an Ability to work under pressure. Good interpersonal and communication skills.

DUTIES
:
The successful candidate will be responsible for the Following duties in the office of the Senior Manager of Human Resource Management: - Screening incoming and outgoing calls in the office of the Senior Manager and ensure the efficient flow of information. Render administration and Secretarial support to the Senior Manager, i.e. typing, faxing, making copies, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments. Welcome and receive visitors. Plan and organize events and meetings for the section. Respond to telephone enquiries as and when required.  Provide professional support to the Senior Manager i.e. maintaining filling system, complete transport and subsistence claims, make reservations for traveling and follow up on arrangements. Arrange all logistical requirements for the section.  Procure stationery. Assist in preparing for meetings and presentations, prepare Agendas and Minutes and assist with compilation of reports.  Record incoming and outgoing mails and distribute to relevant Managers. Facilitate follow-up actions on submissions. Ensure proper functioning of the office.

ENQUIRIES
:
Mncedisi Sineke 012 845 6167 Recruit0939@npa.gov.za Fax no. 012 843 4175

POST 48/181
:
CALL CENTRE PRACTITIONER REF NO. RECRUIT 0930
SALARY
:
R85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
Matric. Call centre work experience –minimum 2 years. A Call Centre Agent Diploma/Certificate or equivalent will be an added advantage. Computer literacy skills and knowledge of MS Office Package. Sound interpersonal relations and ability to communicate with stakeholders at all levels. Telephone etiquette, strong problem solving and communication skills. Ability to interpret, analyse and explain information contained in the information databases. Knowledge of Persal and BAS will be an added advantage.

DUTIES
:
Receive and log calls according to prescribed procedures. Resolve or escalate queries to relevant service centres where necessary. Follow up on escalated, outstanding queries and give feedback to clients within set turnaround times. Advise clients on HR, Finance and Procurement procedures. Familiarize yourself with Government prescripts and NPA policies. Attend to all call centre general admin work when required. The incumbent must be willing to undergo any training that may be necessary to enhance service delivery. Execute any other tasks as and when instructed to do so by the supervisor 
ENQUIRIES
:
Thami Nkonyane 012 845 6610 Recruit0930@npa.gov.za Fax no. 012 843 4166

POST 48/182
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: PROCUREMENT (ACQUISITIONS) (X2) REF NO. RECRUIT 0931

SALARY
:
R85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate three year degree/diploma or a Grade 12 certificate plus two years practical experience. Strong organizational skills. Good communication and writing skills. Computer literacy in MS Word, Excel Power point and Outlook.  Ability to think strategically and innovatively. Client service management. Knowledge of the PFMA the bid administration and National Treasury Regulations, Logis and BAS. Knowledge of Supply Chain Management.

DUTIES
:
Assist the Senior Finance Officer: Acquisitions with administration of acquisitions for the NPA, including: Receiving and recording requests for goods and services. Assessing requests for compliance with regulations and acquisition procedures. Capture requests on Logis. Communicate with Business Units on the status of their requests. Determine the acquisition method. Source quotes using the Supplier Data Base, where relevant.

ENQUIRIES
:
Tsakane Golele 012 845 6005 Recruit0931@npa.gov.za Fax no. 012 843 4167

POST 48/183
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: PROCUREMENT (SUPPLY CHAIN MANAGEMENT UNIT) (X2) REF NO. RECRUIT 0933

SALARY
:
R 85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate three year degree/diploma. Strong organizational and leadership skills. Ability to think innovatively. Ability to communicate (written and verbal) at different levels (Clients services). Computer literacy: MS Word, Excel and Power point. Knowledge of PFMA, bid administration and National Treasury Regulations, Logis and BAS. Knowledge of Supply Chain Management.

DUTIES
:
Receive and register requests of goods and services from Business Units. Prepare request for approval by the NPA control Committee. Maintain a fully updated filing system. Administer the NPA Data Base. Attend to queries from clients. Fax orders to the service providers. Process supply payments.

ENQUIRIES
:
Tsakane Golele 012 845 6005 Recruit0933@npa.gov.za Fax no. 012 843 4169

POST 48/184
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: FINANCE & PROCUREMENT REF NO. RECRUIT 0934

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

CENTRE
:
DPP Mmabatho, DPP Bloemfontein, DPP Cape Town

REQUIREMENTS
:
The minimum requirement for this position is a Matric certificate with 2-3 years relevant experience.  Experience in government procurement procedures.  Computer literacy in MS Office (MS Excel, MS Word, MS PowerPoint), Knowledge of Financial Management (Budget, expenditure control, cashflow, etc).  Knowledge in government financial systems (PERSAL, Logis, BAS).  Knowledge of PFMA and Treasury regulations.

DUTIES
:
Process the payment of service providers for the unit. The appointee will process subsistence and traveling claims for the unit in line with the available budget. Maintain asset register. Render support in the compilation and control of the budget. Carry out tasks relating to the acquisition, supply and distribution of inventory in accordance with procurement policy.  Check salary report and report any discrepancies.  Distribute payslips and IRP 5s.  Procure and distribute stationery for the unit.  Manage petty-cash.  Liaise with Corporate Services regarding all matters pertaining to Finance. 
ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0934@npa.gov.za Fax no. 012 843 417

POST 48/185
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: LIBRARY REF NO. RECRUIT 0935
SALARY
:
R 85 362.00 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
Matric. Two to three years experience in a legal library. Exposure to searching on legal and online databases such as LexisNexis, Jutastat and Sabinet Online. Be able to work under pressure. Good communication skills. Report writing skills. Be able to travel. Valid code 8 driver’s licence.
DUTIES
:
Delivery of an efficient information service. Attending to client information requests utilizing the available online databases and resources available in the library. Distribution of library material to all regional and cluster offices. Managing all loose leaf publications in the NPA. Assist with information reception desk duties.

ENQUIRIES
:
Krista Verster 012 845 6651 Recruit0935@npa.gov.za Fax no. 012 843 4171
POST 48/186
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: STAFF PROCUREMENT (x4): SIX MONTHS CONTRACT REF NO. RECRUIT 0936

SALARY
:
R 85 362.00 per annum

CENTRE
:
Head Office

REQUIREMENTS
:
Grade 12 and working experience of recruitment, selection processes and knowledge of PERSAL. The incumbent should possess good communication and interpersonal skills and ability to work in a team and under pressure.

DUTIES
:
Provide HR administrative support for recruitment and selection and effect appointments on PERSAL. Process interview submissions/memorandums for approval. Make travel arrangements for short listed candidates and process S&T claims thereof. Liaise with Business Units to compile job specifications for posts to be advertised. Liaise with service providers to make arrangements for competency assessments for members of SMS. Perform any other administrative duties as assigned from time to time.

ENQUIRIES
:
Mncedisi Sineke 012 845 6167 Recruit0936@npa.gov.za Fax no. 012 843 4172

POST 48/187
:
PRINCIPAL ADMINISTRATIVE ASSISTANT GENERAL: HRA REF NO. RECRUIT 0938
SALARY
:
R 85 362.00 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
A Senior Certificate with appropriate experience as an Office Assistant.  Computer Literacy skills and experience in Ms Word, PowerPoint, Excel, Outlook, intranet and internet. Strong Organizational Ability.  Good administration skills. General Office Management Skills an Ability to work under pressure.  Good interpersonal and communication skills.

DUTIES
:
The successful candidate will be responsible for the Following duties in the office of the Senior Manager of Human Resource Administration: - Screening incoming and outgoing calls in the office of the Senior Manager and ensure the efficient flow of information.  Render administration and Secretarial support to the Senior Manager, i.e. typing, faxing, making copies, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments.  Welcome and receive visitors.  Plan and organize events and meetings for the section.  Respond to telephone enquiries as and when required.  Provide professional support to the Senior Manager i.e. maintaining filling system, complete transport and subsistence claims, make reservations for traveling and follow up on arrangements. Arrange all logistical requirements for the section.  Procure stationery. Assist in preparing of meetings and presentations, prepare Agendas and Minutes and assist with compilation of reports.  Record incoming and outgoing mails and distribute to relevant Managers.  Facilitate follow-up actions on submissions.  Ensure proper functioning of the office.

ENQUIRIES
:
Mncedisi Sineke 012 845 6167 Recruit0938@npa.gov.za Fax no. 012 843 4174

POST 48/188
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL - R&PI REF NO. RECRUIT 0940

SALARY
:
R 85 362.00 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
A relevant tertiary qualification with a minimum of three years’ administrative knowledge and experience in office administration Ability to work under pressure and independently Accuracy and attention to detail Good planning and organising skills Good interpersonal relations Excellent computer literacy (MS Office). Knowledge and skill in general management, administrative and secretarial services. Excellent written and verbal communication skills The successful candidate must be innovative, proactive, decisive under pressure and solution-oriented. Ability to meet strict deadlines and willingness to work long and irregular hours. Integrity and discretion in dealing with secret and confidential matters. Ability to analyse issues raised and give advice accordingly

DUTIES
:
Receive and log calls according to prescribed procedures. Resolve or escalate queries to relevant service centres where necessary. Follow up on escalated, outstanding queries and give feedback to clients within set turnaround times. Advise clients on HR, Finance and Procurement procedures. Familiarize yourself with Government prescripts and NPA policies. Attend to all call centre general admin work when required. The incumbent must be willing to undergo any training that may be necessary to enhance service delivery. Execute any other tasks as and when instructed to do so by the supervisor 
ENQUIRIES
:
Marthi Du Plessis 012 349 6600 Recruit0940@npa.gov.za Fax no. 012 843 4176

POST 48/189
:
ASSET MANAGEMENT ASSISTANT REF NO. RECRUIT 0941

SALARY
:
R 85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
Head Office

REQUIREMENTS
:
At least 2 years experience as a Secretary/Office Manager in a similar environment. Exposure to and understanding of supply chain management (provisioning) would be an advantage. This position calls for a person with necessary exposure/knowledge of public relations. Office/telephone etiquette. Documents tracking.  Storage and retrieval Systems. Admin practices. Minute talking skills, in depth knowledge of applicable software packages and high computer literacy, MS office.  Knowledge of government practices and procedures relating to administration and Procurement . Good time management skills as well as good communication and active listening skills.  Experience in providing administrative support to the managers. A valid driver’s license is recommended 

DUTIES
:
The person will have to demonstrate reliability, initiative flexible and quality orientated. Independent, self starter with clients focused attitude. Ability to interact with persons on various levels. Ability to function efficiently under extreme pressure. Demonstrate assertiveness, trustworthiness, honesty and emotional maturity. Ability to maintain a high level of confidentiality. The successful candidate will be responsible for: Admin support to the IT Asset Manager which entails, amongst others, the following: IT Procurement process, receiving and distributing of IT equipment. The maintaining of database and inventory systems Office management and administration within the office including filling, helping with the storeroom management. Typing of documents. Answering the telephone; making telephone calls on behalf of the IT Asset Manager. Arrange meetings and receive visitors. Ensuring that all messages are accurately and timeously attended to. 

ENQUIRIES
:
Carlos Agra 012 845 7007 Recruit0941@npa.gov.za Fax no. 012 843 4177 
POST 48/190
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: HR REF NO. RECRUIT0908

SALARY
:
R 85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
DPP Mthatha, DPP Grahamstown, DPP Kimberley
REQUIREMENTS
:
Matric certificate plus 2-3 years relevant experience.  Knowledge of PERSAL.  Knowledge of Human Resource Management in the Public Service.  Good communication (verbal and written) skills, good organizational and people management skills, Computer Literacy, particularly Windows packages, Ability to work under pressure.  Good interpersonal skills.

DUTIES
:
Perform a variety of Human Resource functions and tasks in the region, Assist in formulating, implementing and maintaining HR Policies, Assist in the interview process, Liaise with Corporate Services regarding all matters pertaining to HR functions. Assist in the training and development programmes in the office.  Assist in the Performance Assessments process.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0908@npa.gov.za Fax no. 012 843 4144

POST 48/191
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL - SCCU REF NO. RECRUIT 0925
SALARY
:
R 85 362 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
SCCU Pretoria, SCCU Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as a fully passed subject, Good interpersonal and excellent communication skills. Excellent telephone skills, Computer skills in programmes such as MS Word, PowerPoint, Excel, etc. Excellent writing skills. General office management skills and knowledge. Ability to think strategically and innovatively. 

DUTIES
:
Rendering secretarial support (including answering the telephone, handling of dairy and filing). Making travel arrangements, arranging meetings and booking accommodation. Handling general secretarial administration and support services. Typing letters, memorandums, presentations etc. Receiving and transmitting messages. Performing secretarial and other related administration tasks

ENQUIRIES
:
Sophy Seema 012 401 0420 Recruit0925@npa.gov.za Fax no. 012 843 4161
POST 48/192
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: FINANCE & PROCUREMENT REF NO. RECRUIT 0916
SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Mmabatho, DPP Bloemfontein, DPP Cape Town

REQUIREMENTS
:
The minimum requirement for this position is a Matric certificate with 2-3 years relevant experience.  Experience in government procurement procedures.  Computer literacy in MS Office (MS Excel, MS Word, MS PowerPoint). Knowledge of Financial Management (Budget, expenditure control, cashflow, etc).  Knowledge of government financial systems (PERSAL, Logis, BAS).  Knowledge of PFMA and Treasury regulations.  

DUTIES
:
Process payment of service providers for the unit. The appointee will process subsistence and traveling claims for the unit in line with the available budget, Maintain asset register. Render support in the compilation and control of the budget, Carry out tasks relating to the acquisition, supply and distribution of inventory in accordance with procurement policy.  Check salary reports and report any discrepancies.  Distribute payslips and IRP 5s.  Procure and distribute stationery for the unit.  Manage petty-cash.  Liaise with Corporate Services regarding all matters pertaining to Finance. 
ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0916@npa.gov.za Fax no. 012 843 4152

POST 48/193
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0917
SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Kimberley, DPP Johannesburg STU, CPP Witbank

REQUIREMENTS
:
Applicants must be in possession of a senior certificate/ equivalent qualification, with typing as a fully passed subject plus 2-3 years relevant experience. Very good communication skills (written & verbal). General computer literacy and knowledge of programs such as Ms Word, Power Point, Excel and Outlook. Strong organizational ability. Good interpersonal skills. Good office administration skills. Good administration practice skills. 

DUTIES
:
The appointee will be required to provide high quality administrative support to the office of the Director of Public Prosecutions. This will include: Receiving guests and visitors, and screening calls. Manage correspondence. Liaise and communicate with a range of stakeholders in the Justice Sector. Plan, organise and co-ordinate events, meetings or other engagement. Manage information and ensure an appropriate filing system. Provide a high quality typing service for the unit. Assist with providing a high quality switchboard service to the Office. Make travel and accommodation arrangements when necessary. Diary Management.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0917@npa.gov.za Fax no. 012 843 4153

POST 48/194
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: DOCUMENTS REF NO. RECRUIT 0918
SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Kimberley

REQUIREMENTS
:
Grade 12 or equivalent with typing as a subject. Knowledge of document management systems. Knowledge of the Criminal Justice System and or Public Service systems. Good organisational and people management skills. Good communication (verbal and written) skills. Computer literacy, particularly Windows packages & Good Interpersonal Relations. 
DUTIES
:
Management and development of the court roll for the high court. Perform docket administration functions in terms of high court cases. Perform any other functions as required by the Document Consultant and the Corporate Manager from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0918@npa.gov.za Fax no. 012 843 4154
POST 48/195
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0926

SALARY
:
R 68 955 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
SCCU Pretoria
REQUIREMENTS
:
Grade 12 or equivalent qualification and experience, Good interpersonal and communication skills, Excellent telephone skills.  Computer skills in programmes such as MS Word, PowerPoint, Excel, etc. Administrative skills. 

DUTIES
:
Inviting candidates for interviews. Travelling arrangements for candidates. Assist in recruitment functions. Arranging meetings. Assist in the implementation of recruitment policy. Compiling and preparation of interview documents. Handle other HR functions.

ENQUIRIES
:
Sophy Seema 012 401 042 Recruit0926@npa.gov.za Fax no. 012 843 4162

POST 48/196
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0919

SALARY
:
R 68 955 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
CPP Pietermaritzburg, CPP Empangeni, CPP Port Shepstone

REQUIREMENTS
:
Matric / senior certificate plus 1-2 years administration.  Ability to organize and prioritize work.  Good communication (verbal and written) skills.  Computer Literacy, especially MS packages, including Word and Excel.  

DUTIES
:
Provide high level of support service to the office.  Design and keep a well-organized administrative system for the office.  Provide support and administrative advice to all components of the office.  Draft correspondence to members of the public, other organizations and state departments.  Liaise with Corporate Services with regard to all matters pertaining to the administrative functioning of the office.  Provide high level administrative, logistical and human resources. Support to the legal staff. Good office practice.  Delivering of mails and faxes within the office. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0919@npa.gov.za Fax no. 012 843 4155
POST 48/197
:
SENIOR ADMINISTRATIVE ASSISTANT: FINANCE REF NO. RECRUIT 0920
SALARY
:
R68 955 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DPP Cape Town 

REQUIREMENTS
:
Grade 12 and relevant Finance experience. 3 years experience as an Office assistant in a financial environment. Document management experience will be an added advantage.

DUTIES
:
Perform all accounting and financial operations (S&T, creditors, Suppliers, petty cash, etc.) functions for the Office. Capturing financial statistics and maintaining electronic registers. Perform any other related finance functions as required by the supervisor from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0920@npa.gov.za Fax no. 012 843 4156
POST 48/198
:
SENIOR ADMINISTRATIVE ASSISTANT: PROCUREMENT REF NO. RECRUIT 0921
SALARY
:
R68 955 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DPP Cape Town 

REQUIREMENTS
:
Grade 12 and relevant Finance experience. 3 years experience as an Office assistant in a financial environment. Document management experience will be an added advantage.

DUTIES
:
Perform all accounting and financial operations functions for the Office.  (S&T, creditors, Suppliers, petty cash, etc.) Capturing financial statistics and maintaining electronic registers. Perform any other related finance function as required by the supervisor from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 60 Recruit0921@npa.gov.za Fax no. 012 843 4157
POST 48/199
:
SWITCHBOARD OPERATOR REF NO. RECRUIT 0924
SALARY
:
R 58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits 

CENTRE
:
DPP Pietermaritzburg

REQUIREMENTS
:
Matric certificate. Computer literacy with understanding of Ms Office and Ms excel. Good interpersonal skills are additional requirements.

DUTIES
:
To answer all incoming calls. Keep staff telephone extension numbers register up to date and change register when there are staff changes.  Registration of daily incoming inquests in the section. Report faulty machines when out of order. Attend to public reception. Sort out incoming faxes and distribute to relevant officials. Assist with registration of daily incoming work when requested to do so. Maintain register of outgoing mail. 

ENQUIRIES

Tshwana Mponeng 012 845 6099 Recruit0924@npa.gov.za Fax no. 012 843 4160

POST 48/200
:
ADMINISTRATIVE ASSISTANT: PROCUREMENT REF NO. RECRUIT 0907
SALARY
:
R 58 290 per annum plus housing subsidy, pension and medical benefits

CENTRE
:
DPP Grahamstown, DPP Cape Town
REQUIREMENTS
:
Matric / senior certificate plus 1-2 years Procurement Section / Logistics administration. Ability to organize and prioritize work.  Good communication (verbal and written) skills. Computer Literacy, especially MS packages, including Word and Excel.  Knowledge of supply chain management and relevant procurement prescripts.

DUTIES
:
Eliminate or reduce fruitless and wasteful expenditure.  Monitor and control the usage of contract/government vehicles.  Safeguard Departmental assets.  Monitor Departmental inventory.  Maintain Departmental service contracts.  Manage all travel and accommodation arrangements for the regional office.  Perform other Procurement related tasks.  Perform any other task as requested by the Corporate Manager.

ENQUIRIES

Tshwana Mponeng 012 845 6099 Recruit0907@npa.gov.za Fax no. 012 843 4143
POST 48/201
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0909
SALARY
:
R58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Grahamstown

REQUIREMENTS
:
Matric / Senior certificate plus experience in performing general administrative functions.  Knowledge of public service legislation.  Planning and organising skills.  Written and verbal communication skills.  Computer literacy in MS Office packages.  

DUTIES
:
Provide high level support service to the office.  Design and keep a well-organised administrative system for the office.  Provide support and administrative advice to all components of the office.  Draft correspondence to members of the public, other organisations and state departments.  Liaise with corporate services regarding all matters pertaining to the administrative functioning of the office. Provide high level administrative support to the legal staff, logistical and human resources. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0909@npa.gov.za Fax no. 012 843 4145
ANNEXURE J
NATIONAL TREASURY

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

CLOSING DATE
:
7 December 2007 at 12:00

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

OTHER POST

POST 48/202
:
SECURITY ADMINISTRATION OFFICER: OCCUPATIONAL HEALTH AND SAFETY AND EMERGENCY PLANNING REF NO S193/2007



Division: Corporate Services

SALARY
:
R132 054 per annum (excluding benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
● Grade 12 certificate or equivalent qualification ● Certificate for Security Administrators in the Public Service or Security Officers Board Grade A ● Fire Prevention and Fighting certificate, Occupational Health and Safety certificate and a First Aid certificate ● A valid code B driver’s license (formerly code 8) and 3 years’ experience in a security field ● Computer literate with knowledge of the full MS Office suite ● Good problem solving skills, as well as sound presentation ad facilitation skills

DUTIES
:
It would be expected from the candidate to: ● Develop, advise on and implement procedures to ensure compliance with the OHSA and forge and strengthen partnerships with all stakeholders ● Develop and implement emergency planning for the National Treasury’s buildings in Pretoria and co-ordinate meetings and training for the Floor Committee and evacuation process ● Prepare and submit monthly statistics of all unsafe acts in the building and provide administrative assistance with regard to OHS and the Emergency Plan ● Serve as the Chief First Aider during emergency situations ● Co-ordinate training for floor representatives and Safety Health Environment (SHE) representative.

ANNEXURE K
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

FOR ATTENTION
:
Ms A West

CLOSING DATE
:
28 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. The successful candidate will be required to undergo a security clearance.

OTHER POSTS

POST 48/203
:
SENIOR STATE ACCOUNTANT


Management Accounting

SALARY
:
R132 054 per annum 
CENTRE
:
Pretoria

REQUIREMENTS
:
Ideal Candidate Profile: Matric coupled with at least three years relevant experience •Preference will be given to candidates with appropriate experience, who have in-depth knowledge of the Basic Accounting System (BAS) •Experience in budgeting and expenditure control •Ability to work under pressure with strict deadlines •Analytical skills and the requirements of the PFMA, Treasury Regulations and budget prescripts •Ability to pay attention to detail and accuracy in compilation of documents and calculations •Good interpersonal skills and computer skills (MS Excel, MS Word and MS PowerPoint).

DUTIES
:
Key Performance Areas: Key performance areas: Expenditure and Budget control• Exercise expenditure control and rectification of expenditure allocations •Distribution of expenditure reports to responsibility managers •Assist Programme/Responsibility managers on budget issues •Handle all necessary and  related budget correspondence and enquiries •Compile monthly Report on State of Expenditure to National Treasury and Minister •Collect, process and analyze expenditure planning data to compile a budget and assist in compilation of MTEF/ENE budget allocation schedules to be submitted to National Treasury •Compile budget allocation spreadsheets per Responsibility and Programme •Calculate virement to be applied •Capture Budget allocations on the BAS; effect shifting of funds; effect approved virement on BAS •Determine and control project costing for the Office •Cash flow management and projections •Calculate monthly expenditure in terms of budget allocation •Compile annual and revised schedule for requisition of funds to National Treasury •Request monthly expenditure information from Programme/Responsibility Managers for cash flow control purposes.

ENQUIRIES
:
Ms ET Modise Tel: 012 352 1119.

POST 48/204
:
ADMINISTRATIVE SECRETARY TO THE COMMISSIONER

SALARY
:
R 68 955 per annum 

CENTRE
:
Gauteng Regional Office

REQUIREMENTS
:
Ideal Candidate Profile: •A Senior Certificate coupled with typing competency •A certificate or three-year Secretarial Diploma in Office Administration will be an advantage •Functional PC skills in MS Office Suite, including Word, Excel, PowerPoint and Outlook •Effective administrative, organizational, and communication skills at all levels •Assertive, trustworthy, professional with integrity •Good interpersonal relations •Creative, motivated, self-driven, results-oriented and have initiative •Ability to work both independently and as part of a team •Commitment to transformation. Valid code 08 driver’s license will be an added advantage

DUTIES
:
The successful candidate will be responsible for: • Providing administrative support functions to the Commissioner. Researching, abstracting and preparing information and supporting data for meetings, projects, presentations and reports •Administering office correspondence/documents/reports •Administering office expenditure for the Commissioner including submission of claims for subsistence and travel •Drafting and typing correspondence/documents including PowerPoint presentations •Maintaining and managing the filing system for the Commissioner •Organizing meetings/workshops and taking minutes during the meetings •Administering the Commissioner’s diary •Organizing logistical matters including travel arrangements and acting as a receptionist  for the Commissioner •Liaising with internal and external stakeholders on behalf of the Commissioner regarding office operation.

ENQUIRIES
:
Ms A Molotsane (011) 833 5721

ANNEXURE L
DEPARTMENT OF PUBLIC ENTERPRISES

APPLICATIONS
:
Submit applications, to The Directorate: Human Resources, Private Bag X15, Hatfield,0028 or 1090 Infotech Building, Corner Arcadia & Hilda Street, Hatfield,0028

FOR ATTENTION
:
Ms Dorah Mawela

NOTE
:
Applications should be submitted on form Z83, and attach a concise CV, qualifications and ID document.

OTHER POSTS

POST 48/205
:
ASSISTANT DIRECTOR: KNOWLEDGE CENTRE
SALARY
:
R157 686 per annum 

REQUIREMENTS
:
An appropriate tertiary qualification or equivalent qualification. An understanding of the National Archives and Records Service of South Africa Act (no. 43 of 1996), Promotion of Access to Information Act (no. 2 of 2000), Protection of Information Act (no. 84 of 1982), Electronic Communications and Transaction Act (no. 25 of 2002) Minimum Information and Security Standards (MISS), and all legislation governing the management of records within RSA. Demonstrate a broad knowledge and understanding of Records Management, Information and Knowledge Management. Good language skills and the ability to communicate with people at different levels and from different backgrounds. Good organizational skills and people skills. High level of confidentiality. Written and verbal communication skills. Ability to meet deadlines whilst delivering excellent results.

DUTIES
:
The successful candidate will be responsible for: Compilation of record keeping systems for paper based and electronic records, Maintenance of the Filing System, Monitor and track the utilization of files from the Registry, Mastering of all documents on monthly basis, Dispose and transfer qualifying material to the Off Site Storage, Managing the disposal of records, Responsible for the full control and care of all individual personal files, Training on the Electronic Document and Record Management System (EDRMS),  Review usage and training on a regular basis for users on the Integrated Document Management System (IDMS), Administration of the DM (Document Management) and the RM (Records Management) modules on Hummingbird, Management and supervision of staff, Responsible for the development of other staff in the Registry.

CLOSING DATE
:
11 December 2007

POST 48/206
:
RECEPTIONIST: OFFICE ADMINISTRATION & FACILITIES
SALARY
:
R68 955 per annum

REQUIREMENTS
:
Applications are invited from persons who are in possession of a matric or equivalent qualification with relevant working experience. Computer literate in Microsoft Office with specific knowledge of MS Word & Ms Excel will be an advantage. Presentable and professional. Proficiency in English and preferably one other official language. Good written and communication skills as well as the ability to communicate with people at different levels and from different backgrounds. Good organizational and interpersonal skills. 

DUTIES
:
The successful candidate will be responsible for: Attending to all telephone inquiries. Attend to daily visitors and received them in a professional manner. Give visitors directions to DPE as well as relevant boardroom meetings. Receive and sign for hand delivered goods. Administer the Security Visitor’s Electronic Register, Provide information resources to visitors as well as to ensure that the reception area is well secured by communication with internal Security daily.

CLOSING DATE
:
14 December 2007

ANNEXURE M
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION
It is the intention to promote representivity in the Department through the filling of these positions. The candidature of applicants from designated groups especially in respect of people with disabilities will receive preference.

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

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. 

CLOSING DATE
:
Monday, 10 December 2007

MANAGEMENT ECHELON

Post 48/207
:
CHIEF DIRECTOR: e-GOVERNMENT ARCHITECTURE AND INTEGRATION


Job Purpose: The successful candidate will conceptualize, define and implement an e-Government Architectural framework and integration strategy suitable for use in the South African Government context, to preserve existing investments and facilitate the integration of disparate technologies while laying the foundation for an open standards-based application centered model of service delivery systems. An additional major focus will be to help provide strategic and operational direction in the implementation of e-Government projects. 

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

Centre
:
Pretoria

Requirements
:
A minimum of 10 years’ experience in the Information Technology field working in large corporate environments. Strong IT service delivery background within a Government organization. Experience in the management of a server environment running integrated disparate technologies across multiple operating platforms. Extensive appropriate experience in the understanding of information and communication technology architectures, operating system and middleware environments. Knowledge of networking and firewall technologies. A technical qualification in the networking arena, minimum CCNA, as well as Microsoft MCSE. Working experience delivering services through the use of SITA. Understanding of the Government Regulatory Framework and processes and the desire to innovate and exploit the use of ICT. Sound analytical, interpretive and high-level communication skills. Strong leadership skills. A minimum of 4 years’ experience in managing large teams of people. Good understanding of Public Service transformation and the learning process.

DUTIES
:
Envision, define and realize a comprehensive e-Government architectural framework. Assist OGCIO to develop a common vision and strategy to guide e-Government implementation efforts. Lead a team of architects and integration specialists to engineer and automate efficient service delivery processes. Promote the uniform adoption of core architectural principles and underpin standards in all e-Government-related projects.

Enquiries
:
Ms M Williams, tel. (012) 336-1198

Post 48/208
:
Chief Director: ICT Programme Management (Office of the Government Chief Information Officer)

Salary
:
An all-inclusive remuneration package of R591 510 per annum (level 14). Annual progression up to a maximum salary of R636 939 is possible subject satisfactory performance. 

Centre
:
Pretoria

Requirements
:
The successful candidate will manage a variety of complex, multi-faceted projects ITIL certification. A minimum of 10 years’ experience, preferably in the Information Technology field in a large corporate environment. A proven track record of planning, implementing and managing centralized Service Desk and Infrastructure Support environments. Thorough knowledge of project management methodologies. Experience in rolling out large projects within an enterprise or Government organization. Extensive experience working on multi-vendor projects, specifically delivering IT-related services to a Government organization. Experience in formulating, negotiating and managing contract compliance, Service Level Agreements, Operational Level Agreements and Third Party supplier underpinning contracts. A proven record of providing leadership to staff. Sound analytical, interpretive and high-level communication and presentation skills. Excellent writing skills with meticulous attention to detail and record keeping. Understanding of the Government regulatory framework and processes and the desire to innovate and exploit the effective use of ICTs. Good understanding of Public Service transformation and the learning process.

DUTIES
:
Establish and maintain a Government-wide ICT programme office to ensure project reporting compliance. Lead select e-Government programmes.

Enquiries
:
Ms M Williams, tel. (012) 336-1198

OTHER POSTS

Post 48/209
:
Deputy Director: Labour Relations


Job Purpose: The successful candidate will provide and assist DPSA managers and employees with relevant information, advise and support to ensure and promote the maintenance of sound labour relations at the workplace.  

Salary
:
An all-inclusive remuneration package of R311 358 per annum. Annual progression up to a maximum salary of R360 909 is possible subject to satisfactory performance.

Centre
:
Pretoria

Requirements
:
An appropriate degree/diploma with LR and or Labour Law as subjects. Proven practical experience in labour relations. Proven excellent report writing and presentation skills. Practical planning and problem solving skills. Practical experience in working independently. Be a self-starter, result-oriented and a team player. Practical computer competence in MS Word, Excel and PowerPoint. A valid driver’s licence. Practical knowledge of and experience in the following will serve as added advantages:* Bargaining council/chamber negotiations and/or practical skills and competency in mediation dispute resolution and arbitration* Conflict resolution.

DUTIES
:
Manage and advise on all internal labour relations matters of the Department, where appropriate. Represent the Department in disciplinary hearings and disputes, referred to the relevant bargaining council, regarding the Department’s employees. Develop, maintain, implement and monitor sound LR policies and procedures. Provide LR capacity building (skills development) for managers and officials. Promote harmony and peace at the workplace between management and organized labour. Represent the employer in the departmental bargaining chamber. Facilitate the provision of Departmental Bargaining Chamber secretarial support. Work cross-functionally within the area of People Management and Development matters, within the Directorate.

Enquiries
:
Ms B Hendricks, tel. (012) 336-1570

POST 48/210
:
Receptionist (One-year contract)


Chief Directorate: Public Service Sector Education and Training Authority

SALARY
:
A total package of R116 945 per annum

CENTRE
:
Centurion

REQUIREMENTS
:
Senior certificate and a related training diploma. Minimum of 3 years’ work experience. Computer literacy, with emphasis on MS Office. Exceptionally well- organized. Excellent communication skills. Diary management skills. Proficiency in English and at least one other South African language. Excellent telephone skills and a professional telephone manner.

DUTIES
:
Render an effective and professional reception office administration service that meets the need in PSETA. Handle all incoming and booking of out going calls at the switchboard. Assist with general administration duties, e.g. filing, faxing, photocopying, printing etc.

CLOSING DATE
:
Wednesday, 5 December 2007

ENQUIRIES
:
Mr R Chauke, Tel. No. (012) 663-2878

POST 48/211
:
Accountant (One-year contract)


Directorate: Policy and Procedure on Incapacity Leave and Ill Health Retirement

SALARY
:
A total package of R116 945 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Senior certificate or equivalent certificate, with accounting as a subject. Sound interpersonal skills. Effective communication skills at all levels. Effective administrative and organizational skills. Problem identification and solving skills. Ability to take initiative, motivated, self-driven and results-orientated. A team player, able to work independently and under sustained pressure. Ability to meet deadlines and accept responsibility. Computer literacy with knowledge of Microsoft Office software. Knowledge of financial accounting software and Crystal Report will be an advantage. Note: Successful candidates will also be expected to perform other financial and administrative duties that may be required by the supervisor.

DUTIES
:
The successful candidate will be expected to assist with the processing of invoices for payment related to services delivered by multiple service providers. The candidate will have to: Handle receipt of invoices and support documentation from service providers. Verify invoices and supporting documentation for correctness. Validate invoices prior to submitting for approval. Follow up all discrepancies found with responsible parties. Ensure that proper accounting procedures are followed and good records are kept. Keep up budgetary documentation related to payments.

ENQUIRIES
:
Mr D Van der Westhuizen, Tel. No. (012) 336-1295

CLOSING DATE
:
Wednesday, 5 December 2007
POST 48/212
:
Administrator


Chief Directorate: Public Service Sector Education and Training Authority

SALARY
:
R85 362 per annum. Annual progression up to a maximum salary of R99 108 per annum is possible, subject to satisfactory performance.

CENTRE
:
Centurion

REQUIREMENTS
:
Senior certificate or equivalent certificate and a post-matric qualification in General Office Administration or equivalent at NQF level 5. Knowledge of and experience in all aspects of office administration, organization and management. Ability to communicate across levels and ranks and with external stakeholders. Excellent interpersonal skills and ability to work in a team with a strong Batho Pele orientation. Ability to work under pressure and within tight deadlines. Good verbal and written communication skills and the ability to communicate across levels and ranks. Good knowledge of MS Word, PowerPoint, Excel and other software packages. Ability to handle multiple tasks and manage time well.  Note: Identified candidates may be required to complete one or more tests/exercises.

DUTIES
:
The incumbent will perform all secretarial tasks, namely: General office management. Arranging meetings and taking minutes. Diary management. Managing travel arrangement, processing claims. Managing and maintaining an internal filing system. Assisting the Responsibility Manager in managing the budget by consolidating budgetary processes. Managing stationery and supporting other members of the Component in research activities. Responding to office queries telephonically and by mail.

ENQUIRIES
:
Mr R Chauke, Tel. No. (012) 663-2878

CLOSING DATE
:
Wednesday, 5 December 2007

POST 48/213
:
Administrator: Various Components of the Department


Purpose: The Department of Public Service and Administration is Looking for reliable, hardworking persons to provide secretarial and general administrative support to various Directorates within the Department.

SALARY
:
R85 362 per annum. Annual progression up to a maximum salary of R99108 per annum is possible, subject to satisfactory performance.

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior certificate (or equivalent) and a post-matric qualification in General Office Administration or equivalent at NQF level 5. 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 details and deal with confidential and sensitive matters. Good telephone etiquette. Good 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. Computer literacy and proven experience in and knowledge of MS Office packages, (MS Word, PowerPoint, Excel, Outlook and the Internet).

DUTIES
:
Render administrative and secretarial support to the staff of the relevant Directorate, including, but not limited to:. General office management. Arranging meetings and workshops. Preparing agendas, files and briefing documents. Taking minutes. Managing the diary and phone calls of staff. Making travel arrangements. Typing documents. Processing travel claims and invoices for services. Managing incoming and outgoing documents. Managing the filing system, including document filing. Managing stationery/equipment and component library. Assisting with managing budget and budget expenditure. Conducting basic research activities. Responding to office queries telephonically and by mail.

ENQUIRIES
:
Mr T Ntsiko, Tel. No. (012) 336-1163

CLOSING DATE
:
Wednesday, 5 December 2007

ANNEXURE N
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. People with disabilities are encouraged to apply.
CLOSING DATE
:
07 December 2007

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

MANAGEMENT ECHELON

POST 48/214
:
DIRECTOR INFORMATION COMMUNICATION TECHNOLOGY PROJECTS. REF 2007/1117

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

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor degree and at least five years experience in information technology. A Project Management qualification, preferably PMP certification. Expert knowledge of all PMBOK guide processes. Sound HR management skills. Budget control and financial management skills. Contract management skills. Excellent communication and report-writing abilities. In addition, applicants must be self-driven, articulate and systematic performers with good interpersonal skills and who thrive under pressure. Note: It will be expected of the candidate to sign a Performance agreement and be subject to security clearance.

DUTIES
:
The successful candidate will be responsible for: Managing the project office for the IS unit. Participate in IT strategy formulation. Manage multiple projects using agreed methodologies. Manage the following key project management knowledge areas. Project integration management. Project scope management. Project time management. Project cost management. Project quality management. Project human resources management. Project communications management. Project risk management. Project procurement management. Building Project Management Centers of Excellence. Implement a project management methodology to cover end-to-end project Life cycle. Provide input to the departmental strategy formulation. Allocate project management resources and balance resources for optimum management of projects. Formulate and negotiate service level agreements with service providers. Keep abreast of issues and projects that will impact the Department. Determine standards for the project office. Ensure adequate documentation of all systems and processes used in the project office. Manage project contracts. Play a key role in risk management. Manage project performance and provide honest feedback. Manage the change control and problem management matters related to projects.

ENQUIRIES
:
Ms N Mosupye, Tel (012) 337 2746/2018

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 48/215
:
SENIOR ADMINISTRATIVE OFFICER X2 ACQUISITION, REF 2007/1121

SALARY
:
R132 054 per annum
CENTRE
:
Nelspruit Regional Office

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

DUTIES
:
Procure leased properties to be utilized by Client Department (Offices, Land and official housing). Procure fixed property or rights in fixed property. Keep track of property market and its trends. View tendered or identified properties. Draft lease agreements, submissions and other documents resulting from negotiations. Negotiate with property owners for acquisitions of leased buildings. Advise clients on issues relating to property acquisitions. Follow up with relevant parties on conveyance process on the acquisition of property. Ability to draft reports and submissions to top management and to relevant stakeholders. Assist with any other general duties related to the property field to be assigned. Be able to monitor subordinates.

ENQUIRIES
:
Ms M Mokgohloa Tel: (013) 753 6300

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

FOR ATTENTION
:
Ms NP Nkosi 
POST 48/216
:
SENIOR ADMIN OFFICER: FOREIGN AFFAIRS REF 2007/1116


Key Accounts Management
SALARY
:
R132 054 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS

Recognised tertiary qualification (RVQ 13) in the Property administration fields. An understanding of the various facets of the built environment and/or property industries. Sound budgeting, financial management and administrative skills. Experience in client relations. Good written and verbal communication skills. Ability to work independently and under pressure. Computer Literacy, with extensive knowledge of and experience in Ms Word, Ms Excel and Ms PowerPoint

DUTIES

Assist in the acquisition/disposal/management of fixed property nationally and internationally. Facilitate in the compilation of norms to meet client requirements. Assist with the leasing of official accommodation. Render effective and efficient general office administration. Draft ministerial submission when and as required, draft reports and consolidate foreign payments.

ENQUIRIES
:
Mr E Malan Tel 012 337 2272
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 48/217
:
ADMINISTRATIVE OFFICER PROPERTY PAYMENTS, REF 2007/1120
SALARY
:
R106 335 per annum

CENTRE
:
Nelspruit Regional Office
REQUIREMENTS
:
An appropriate Bachelor degree/National Diploma. Relevant experience in the property industry will be added advantage. Basic understanding of the PFMA of 1999 and other property related legislation. Financial reconciliation and numerical skills. Good verbal and communication skills. Good interpersonal relations. Must be computer literate in MS Word and Excel. 

DUTIES
:
Payment of accounts received from municipalities, service providers and landlords, in respect of rates and taxes, municipal services and accommodation leased by the department. Perform creditors’ reconciliations. Handling of enquiries from service providers and municipalities, property owners, tenants and clients. Monitor and follow up balances on relevant accounts. Assist in preparing monthly management reports, and other property related duties.

ENQUIRIES
:
Ms M Mokgohloa Tel (012) 753 6300

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X11280, Nelspruit, 1200 
FOR ATTENTION
:
Ms NP Nkosi 

POST 48/218
:
ADMINISTRATION OFFICER ECDP, REF 2007/1114
SALARY
:
R106 335 per annum
CENTRE
:
Nelspruit Regional Office
REQUIREMENTS
:
An appropriate qualification in the built environment or equivalent or management qualification with related experience. Valid drivers licence. Knowledge background of management of database management. Knowledge of SMME development programme. Familiarity with the construction sector, critical, analytical capabilities. Computer literacy.

DUTIES
:
Develop and maintain database of emerging contractors, Pre qualify potential suppliers for registration on the ECDP supplier’s database, administer services awarded to ECDP contractors. Assist the Regional Programme Manager in conducting training needs analysis and facilitate the training of emerging contractors. Coordinate ECDP workshop, assist in preparing and drafting ECDP reports

ENQUIRIES
:
S. Kabelo, Tel (013) 753 6300

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

FOR ATTENTION
:
Ms NP Nkosi
POST 48/219
:
SENIOR INDUSTRIAL TECHNICIAN X1 ELECTRICAL, REF 2007/1113
SALARY
:
R 106 335 per annum

CENTRE
:
Cape Town Regional Office
REQUIREMENTS
:
National Diploma in Electrical Engineering (T/N/S stream) with relevant Experience. A valid driver’s license, Computer Literacy, Knowledge and Understanding of the following: Electrical Engineering Design and Construction, Applicable Legislation 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 Electrical Engineering 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, 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 E 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 48/220
:
ARTISAN FOREMAN X 1 REFRIGERATION MECHANIC-COMMERCIAL, REF 2007/1112

SALARY
:
R 106 335 per annum

CENTRE
:
Cape Town Regional Office
REQUIREMENTS
:
A completed apprenticeship as a Refrigeration Mechanic and proof of passing a trade test in terms of the provisions of section 13(2) (h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 27 of the Act referred to. * Knowledge of general engineering works, steel pipe installations, plant works arc- and gas welding. * Be able to read and understand installation drawings. Minimum requirements of 3 years post apprenticeship experience.
DUTIES
:
*Mechanical maintenance and new installations, consisting of steel pipe work, valves air conditioning ducting and various gas equipment. * Manage equipment, tools and machinery generally used. Supervise and evaluation of subordinate personnel. *Compilation of material lists.

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

ATTENTION
:
Ms N Mtsulwana

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 48/221
:
ARTISAN FOREMAN X4 ELECTRICIAN, REF 2007/1111
SALARY
:
R 106 335 per annum

CENTRE
:
Cape Town Regional Office
REQUIREMENTS
:
A completed apprenticeship as a Electrician and proof of passing a trade test in terms of the provisions of section 13(2)(h) of the Manpower Training Act , 1981, as amended or a certificate issued under the provisions of the repealed section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed Section 27 of the Act referred to. *N2 Certificate or higher. The requirement for this post is a valid installation electrician (3 phase) – proof of certificate of registration to be submitted with application.  *Knowledge of Occupational Health and Safety Act and Regulations. *Must be computer literate.  *Valid driver’s license.  *Note:  One of the posts is reserved for Robben Island and it is a requirement that the successful candidate must reside on the Island (housing will be provided at government rates) and the other three for the Cape Town workshop.

DUTIES
:
*Electrical maintenance work and new installations. *Minor maintenance of power tools and equipment *Must be willing to do standby duties *Supervise and evaluation of subordinate personnel.  *Manage equipment, tools and machinery generally used.  *Compilation of material lists.

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

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 48/222
:
ARTISAN FOREMAN X2 FITTERS & TURNERS, REF 2007/1094
SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Regional Office

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

DUTIES
:
Mechanical maintenance and new installations, consisting of steel pipe work, valves air conditioning ducting and various gas equipment. * Manage equipment, tools and machinery generally used. * Supervise and evaluation of subordinate personnel.  *Compilation of material lists.

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

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

FOR ATTENTION
:
Ms N Mtsulwana

POST 48/223
:
ASSISTANT ADMINISTRATIVE OFFICER ACQUISITION AND DISPOSAL, REF 2007/1118

SALARY
:
R85 362 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
A Senior Certificate with relevant experience (a relevant Diploma/Degree will be an added advantage). Strong written and verbal communication skills. Good interpersonal skills. Computer Skills.

DUTIES
:
Acquisition of vacant land for use of land with improvement thereon. Acquisition of rights over land for use by client departments. Negotiation with property owners for acquisition of land and rights. Drafting of agreements, leasing contracts and other documents resulting from negotiations. Advising client on issues relating to property acquisition. Performing general administrative duties within the Regional Office.

ENQUIRIES
:
Mr B Sechaba Tel (012) 310 5940

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

FOR ATTENTION
:
Ms A Mafa/L Masenya
POST 48/224
:
SECURITY OFFICER FACILITIES, REF 2007/1119
SALARY
:
R58 290 per annum

CENTRE
:
Pretoria Regional Office 
REQUIREMENTS
:
A Senior Certificate, Accredited Grade C Security Training Certificate. Knowledge and experience in physical security, access control procedures. Good interpersonal skills. Ability to work under pressure and as part of a team. Be wiling to work shifts, including weekends and Public Holidays. Be willing to undergo Security Clearance. 
DUTIES
:
Regulate staff and visitor vehicle and pedestrian access at Regional Office. Safeguarding of assets at Regional Office. Regulate and record movement of government owned vehicles. Patrolling of premises on a regular basis. General security duties as determined by supervisors or head of section. 

ENQUIRIES
:
Mr B Mhlanga Tel (012) 310 5092

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

FOR ATTENTION
:
Ms A Mafa/L Masenya

ANNEXURE O
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 48/225
:
SENIOR SPECIALIST (FAMILY MEDICINE) (2 POSTS) REF NO : 70047704



Directorate : Clinical Services

SALARY
:
R387 645 per annum (All inclusive package)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS 
:
Registration with the Health Professions Council of South Africa as a Specialist in Surgery and a minimum of 3 years experience preferably in an academic environment.

DUTIES
:
Perform clinical duties of a more complex nature. Teach undergraduate  and postgraduate students.  Supervise graduate students. Participate in research and research projects. Supervise and evaluate sub –ordinates.

ENQUIRIES
:
Dr A.J. Mbokazi, 
CLOSING DATE 
:
18 December 2007

POST 48/226
:
SPECIALIST (ANAESTHESIOLOGY) ( 3 POSTS) REF NO: 70047705



Directorate: Clinical Services

SALARY
:
R 353 871 per annum (All inclusive package)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS 
:
Registration with the Health Professions Council of South Africa as a Specialist. Special knowledge and skills in the relevant speciality as well as learning and teaching experience

DUTIES
:
Ensure quality care and clinical governance. Rendering a Clinical paediatric and neonatal in – and out – patient and special clinics service. Exercise control over subordinates and their clinical work. Training junior medical staff and medical students in the subject. Develop and maintain a sub – speciality interest and service in accordance with the needs of the department. Render an appropriate after hour service in support of junior medical staff. Conduct research. Monitor and evaluate sub – ordinates including registrars, .medical officers, community doctors and interns in their clinical  service.

ENQUIRIES
:
Prof J.M. Matsipa, Tel No: (012) 521 4008

CLOSING DATE 
:
18 December 2007

POST 48/227
:
DEPUTY DIRECTOR (HUMAN RESOURCE) REF NO: 70047647



Directorate: Human Resource

SALARY
:
R 311 356 per annum (plus benefits)

CENTRE
:
West Rand – Region A

REQUIREMENTS
:
A three year Diploma/ Degree in Human Resource/ Grade 12 with 5 – 10 years experience in Human Resource Management. Strong leadership and problem solving skills. Sound knowledge of PERSAL system and functions.

DUTIES
:
Co – ordinate and manage all salary, Leave activities, which includes RWOPS. Provide and support around Human Resource management. Monitor recruitment and selection processes. Oversee training and development and internship programme. Employment equity, employee wellness and moral, incapacity leave, absenteeism. Maintain sound labour relations and active involvement in labour issues e. g grievance and disputes handling. Develop, maintain and co – ordinate the formulation of internal HR Policies (within the applicable framework) Monitor compliance with HR delegations.

ENQUIRIES
:
P. Muso, (011) 953 – 4515/6

CLOSING DATE 
:
18 December 2007

POST 48/228
:
REGISTRAR REF NO: 70047631


Directorate: Forensic Pathology Service

SALARY
:
R196 815 per annum (plus benefits) (plus 15% scarce skills allowance)

CENTRE
:
Pretoria Forensic Pathology Service (FPS)

REQUIREMENTS
:
Full registration with HPCSA as a Medical Practitioner. Good written and verbal communication skills and interpersonal relationships. Computer Literacy (including MS Word and PowerPoint). Valid code 08 driver’s licence. Recommendations: previous experience (with or without diplomas or certificates), related to the fields of Forensic Medicine and Trauma Medicine. Good communication and reporting skills. The ability to work within groups.

DUTIES
:
Rendering of a comprehensive medico-legal investigation of death service, inclusive of death scene attendance as required. Management duties with regard to rendering of Forensic Pathology Service as delegated by head of Department. Participation in teaching and research activities of the Department. Rendering of other related professional service  and duties as may be assigned from time to time. Rendering of after hours services during the week and over weekend may be required. 

ENQUIRIES
:
Prof G. Saayman, Tel No: (012) 323 5298

CLOSING DATE
:
17 December2007
POST 48/229
:
ASSISTANT DIRECTOR: PROCUREMENT REF NO: 70047632


Directorate: Forensic Pathology Service (FPS)

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Central Office Forensic Pathology Service

REQUIREMENTS
:
Appropriate Diploma or Degree or equivalent qualification plus relevant experience and a valid code 08 driver’s licence. Skills: Business acumen, problem solving, conflict management, communication, negotiation and computer skills. Good interpersonal relations. Ability to work under pressure. Knowledge: Report writing, managing staff, client relationship management, procurement processes and policies, PFMA, Treasury regulations.

DUTIES
:
Manage the Supply Chain Management process within the Forensic Pathology Service. Manage the procurement of goods and services in conformity with the delegated powers, Gauteng Supply Chain Management Manual and other related prescripts. Execute effective internal control for Supply Chain Management within Forensic Pathology Service and GSSC in respect of the System Application Programme (SAP). Compile monthly , quarterly and annual reports for Supply Chain Management. Assist with the management and training of the staff, including their performance evaluations. Ensure proper recording and safe keeping of Supply Chain Management. Documentation for audit purposes. Ensure the rendering of Secretariat services to FPS Supply Chain Management Committee. Attend quarterly meetings, convened by Provincial Treasury, for the Heads of Procurement. Responsible for all procurement, other than that administered by the GSSC. Developing best practice policies  and processes for procurement activities in departments, within the framework.
ENQUIRIES
:
Mr D Sethuga, Tel No (011) 689-5544
CLOSING DATE
:
17 December 2007

POST 48/230
:
ASSISTANT DIRECTOR: INFORMATION TECHNOLOGY REF NO: 70047633



Directorate: Forensic Pathology Service

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Pretoria Forensic Pathology Service (FPS)

REQUIREMENTS
:
An appropriate three year Degree/Diploma or a combination of relevant courses, A+, N+, MCSE. Minimum of 2 years working experience working in a role supporting the systems: Windows XP, Windows 2003 Server, Linux Servers. Knowledge in TCP/IP protocols, Ethernet, networks. Ability to install, configure and troubleshoot OS’s. Excellent written and verbal communication skills. Ability to explain and relay technical information to users. Valid code 8 driver’s licence.

DUTIES
:
Manage and administer the development process of the systems in line with functional and technical specifications. Provision of end-user support with regards to hardware, software and network. Provide and maintain internet and e-mail services. Perform quality control for Local Area Network (LAN). Provide technical input for training and development of computer end-users skills. Evaluation of client software applications from a network perspective and writing reports based on the findings and making recommendations. Responsible for the development of staff.
ENQUIRIES
:
Mr. Mothobi Mokhethi, Tel No: (011) 689 - 5596 

CLOSING DATE
:
17 December 2007

POST 48/231
:
ASSISTANT DIRECTOR: INFORMATION TECHNOLOGY REF NO: 70047634



Directorate: Forensic Pathology Service

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Johannesburg Forensic Pathology Service (FPS)

REQUIREMENTS
:
An appropriate three year Degree/Diploma or a combination of relevant courses, A+, N+, MCSE. Minimum of 2 years working experience working in a role supporting the systems: Windows XP, Windows 2003 Server, Linux Servers. Knowledge in TCP/IP protocols, Ethernet, networks. Ability to install, configure and troubleshoot OS’s. Excellent written and oral communication skills – ability to explain and relay technical information to users. Valid code 8 driver’s licence.

DUTIES
:
Manage and administer the development process of the systems in line with functional and technical specifications. Provision of end-user support with regards to hardware, software and network. Provide and maintain internet and e-mail services. Perform quality control for Local Area Network (LAN). Provide technical input for training and development of computer end-users skills. Evaluation of client software applications from a network perspective and writing reports based on the findings and making recommendations. Responsible for the development of staff.
ENQUIRIES
:
Mr. Mothobi Mokhethi, Tel No: (011) 689 - 5596 

CLOSING DATE
:
17 December 2007

POST 48/232
:
LECTURER GRADE 1 – GENERAL NURSING SCIENCE (2 POSTS) REF NO: 70047579



Directorate: Nursing Services 

SALARY
:
R160 470 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Nursing College

REQUIREMENTS
:
Registered with SANC as a general Nursing and Midwife. Diploma/ Degree in General Nursing Science. Diploma Degree in Nursing Education. Minimum of three years appropriate experience as a General Nurse. Code 08 driver’s licence. Computer literate. Must be able to work under pressure.

DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes.  Policy development. Student’s evaluation (theoretical and practical). Subject- specific academic support. Develop, review and evaluate curricula. Implementation of PMS & D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General Psychiatric, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as student’s contracts. Liaison with clinical facilities as well as student employing institutions. Continuing education in Nursing Education I own subject field.

ENQUIRIES
:
Ms. N. Mngoma, Tel: (011) 983 3002

CLOSING DATE
:
13 December 2007

POST 48/233
:
LECTURER GRADE 1 – PRIMARY HEALTH CARE REF NO: 70047576



Directorate: Nursing Services

SALARY
:
R 160 470 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Nursing College

REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Clinical Nursing Science, Health Assessment, Treatment and Care. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in Clinical Nursing, Health Assessment, Treatment and Care unit. Code 08 driver’s licence. Computer literate. Must be able to work under pressure.  

DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject – specific academic support. Develop, review and evaluate curricula. Implementation of PMS & D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General, Psychiatric, Community and Midwifery). Must be able to facilitate PHC and Community Nursing Science in the 4 year comprehensive course. Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continuing education in Nursing Education in own field.      

ENQUIRIES
:
Mrs. P.C. Sithole Tel: (011) 983 3002

CLOSING DATE
:
13 December 2007

POST 48/234
:
LECTURER GRADE 1 – SOCIAL SCIENCE AND PSYCHIATRIC X 3 POSTS REF NO: 70047577



Directorate: Nursing Services 

SALARY
:
R 160 470 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Nursing College

REQUIREMENTS
:
Registered with SANC as a general Nursing and Midwife. Diploma/ Degree in Psychiatric Nursing Science. Diploma Degree in Nursing Education. Minimum of three years appropriate experience in Psychiatric Nursing Science Unit. Code 08 driver’s licence. Computer literate. Must be able to work under pressure.

DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies. Policy development. Student’s evaluation (theoretical and practical). Subject- specific academic support. Develop, review and evaluate curricula. Implementation of PMS & D for students where applicable. Participate in and encourage research. Student accompaniment in Psychiatric Clinical areas. Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as student’s contracts. Liaison with clinical facilities as well as student employing institutions. Continuing education in Nursing Education I own subject field.

ENQUIRIES
:
Mrs. E.N. Radebe, Tel: (011) 983 3007

CLOSING DATE
:
13 December 2007

POST 48/235
:
LECTURER GRADE 1 – ONCOLOGY REF NO: 70047578



Directorate: Nursing Services

SALARY
:
R160 470 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Nursing College

REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Oncology Nursing. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in Oncology Nursing Unit. Code 08 driver’s licence. Computer literate. Must be able to work under pressure.

DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject – specific academic support. Develop, review and evaluate curricula. Implementation of PMS & D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General, Psychiatric, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continuing education in Nursing Education in own field.

ENQUIRIES
:
Ms. A. Young, Tel: (011) 983 3069

CLOSING DATE
:
13 December 2007

POST 48/236
:
MIDDLE MANAGER: ADMIN AND LOGISTICS REF NO: 70047546


Directorate: Administration

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
A 3year degree in Public Administration or equivalent.  Must have strong organisation skills, excellent communication, good planning and presentation skills, ability to interpret and apply policies.  Computer literacy. Valid driver’s license.

DUTIES
:
Participate in the development of operational and strategic plans.  Attend and lead meetings.  Responsible for performance appraisal and development of staff in the Department.  Manage the following sections: Patient Administration, Transport, Registry, IT, Kitchen and Switchboard.  Assist the CEO with preparation of documents, reports and statistics. Mentor and support subordinates.  Exercise control over all function and development of personnel under his/her supervision in order to determine if goal are achieved and take corrective action.

ENQUIRIES
:
Dr.KA. Mustafa, Tel No (011) 951 - 8257

CLOSING DATE
:
14 December 2007

FOR ATTENTION
:
Diana Samuels

POST 48/237
:
CHIEF FORENSIC OFFICER – OCCUPATIONAL HEALTH AND SAFETY) REF NO: 70047635



Directorate: Forensic Pathology Service

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
JHB: Forensic Pathology Service (FPS)

REQUIREMENTS
:
An appropriate Bachelor’s degree or National Diploma in Occupational Health and Safety (OHS) in a Health / Laboratory Environment. Above average computer literacy. Valid code 8 driver’s licence. Interpersonal skills. Experience in OHS. Understanding and knowledge of OHS Management. Advanced auditing capabilities. Good management, presentation and teaching skills. Good working knowledge of relevant legislation, regulations and policies governing OHS in health / laboratory settings. Ability to work with / in the presence of corpses. Must be willing to work standby / shift duties (After hours). Recommendations: Good leadership and communication skills. Ability to work with groups and to co-ordinate team activities. Ability to work under pressure.
DUTIES
:
Manage OHS-related activities in a Forensic Pathology Mortuary Environment. Monitor compliance with Provincial, National and International OHS standards, legislation and regulations in a Medico-legal Mortuary setting. Conduct OHS training of all staff. Conduct Hazard Identification and Occupational Health and Safety Risk Management. Motivate staff members to achieve targets and to ensure that OHS strategies are implemented effectively. Render an efficient support service to the Manager with regard to the management of the forensic pathology laboratory. Manage effective and efficient OHS compliant recovery, storage and processing of deceased, that includes physically collecting, processing and safekeeping of corpses, information, exhibits and property from incidents scenes. Manage an effective OHS compliant forensic autopsy process rendered in accordance with set standards and guidelines, by assisting the Forensic Pathologist with OHS in autopsies and x-raying of corpses. Manage optimal control of reports and specimens during and after the autopsy process, including the completion and administration of statements and documentation. Manage effective and efficient OHS compliant safekeeping and disposal of property of the deceased and exhibits. Manage waste disposal at the mortuary.
ENQUIRIES
:
Ms I Botes, Tel No: (011) 489 – 1691 / 00
CLOSING DATE
:
17 December2007

POST 48/238
:
SENIOR SOCIAL WORKER (SENIOR ALLIED HEALTH THERAPIST) REF NO: 70047677



Directorate: Rehabilitation Programme

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
 Westonaria Sub – District (WRDHCR A)

REQUIREMENTS
:
SACSSP approved Social Work qualification. Registration with SACSSP. Appropriate clinical experience. Knowledge of and experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. Ability to be proactive and take initiatives. Supervision skills. Knowledge of and understanding of District Health and Primary Health Care Service would be advantageous. Understanding of the project monitoring and evaluation application principles or processes. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic services within the community based rehabilitation framework. Clinical supervision of profession specific junior personnel. Generic supervision of all rehabilitation staff allocated within area of work. Developing and managing the rehabilitation services within area of placement. Being accountable for the budget allocated to area of placement. inventory and equipments. Coordinating and facilitating the preventive, promotional and therapeutic rehabilitation services within area of placement. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines. Participate in continuous professional development activities. Ability to function independently and within team context.

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

POST 48/239
:
SENIOR FORENSIC OFFICER – OCCUPATIONAL HEALTH AND SAFETY (OHS) REF NO: 70047636


Directorate: Forensic Pathology Service

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
JHB: Forensic Pathology Service (FPS)

REQUIREMENTS
:
A Grade 12 / Matric certificate with appropriate experience in Occupational Health and Safety (OHS) in a forensic (medico legal) mortuary or laboratory environment. An appropriate three year tertiary qualification in occupational health safety will be an added advantage. Above average computer literacy. Valid code 8 driver’s licence. Supervision, planning and interpersonal skills. Good presentation and teaching skills in OHS in the laboratory. Knowledge of OHS in a mortuary / laboratory setting. Good working knowledge of relevant legislation, regulations and policies governing the Forensic Pathology Service and OHS in health / laboratory settings. Ability to work with / in the presence of corpses. Must be willing to work standby / shift duties (After hours). Commitment to the Batho Pele Principles. Recommendations: Good communication skills. Ability to work with groups and to co-ordinate team activities. Ability to work under pressure.

DUTIES
:
Assist with OHS-related activities in a Forensic Pathology Mortuary Environment. Assist with OHS training of all staff. Assist with Hazard Identification and Occupational Health and Safety Risk Management. Render an efficient support service to the Manager with regard to the management of the forensic pathology laboratory. Assist with effective OHS compliant recovery, storage and processing of deceased, that includes physically collecting, processing and safekeeping of corpses, information, exhibits and property from incidents scenes. Assist with an effective OHS compliant forensic autopsy process rendered in accordance with set standards and guidelines, by assisting the Forensic Pathologist during autopsies and x-raying of corpses. Assist optimal control of reports and specimens during and after the autopsy process, including the completion and administration of statements and documentation. Assist with effective and efficient OHS compliant safekeeping and disposal of property of the deceased and exhibits. Provision of evidence in court.
ENQUIRIES
:
Ms Ina Botes, Tel No: (011) 489 1691 / 00

CLOSING DATE
:
17 December 2007

POST 48/240
:
LOGISTICAL SUPPORT OFFICER / CHIEF PROVISIONING CLERK REF NO: 70047542



Directorate: Logistics

SALARY
:
R106 355 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Grade 12 certificate and relevant experience / any Diploma. Sound knowledge of PAS, SAP, PFMA, PPPFA, Supply chain management, Government procurement policy and Treasury instructions. Computer literacy. Ability to work under pressure. Excess Staff Will Be Given Preference (Res.7/2002)

DUTIES
:
Overall supervision of logistics (procurement, stores and linen Departments).Strategic and business planning, expenditure planning and monitoring budget management. Sign and monitor requisitions and stock movement at the main stores. Assist with the implementation of Public Finance Management Act. Strengthening provisioning skills within the institution. Compiling monthly reports. Training of subordinates. Attending and responding to the Audit quiries. To keep abreast with legislations. Interpretation of policies. Contracting and evaluation of staff.

ENQUIRIES
:
Mr. M.N. Gumbi Tel. no. :( 011) 345 -1285
CLOSING DATE
:
14 December 2007
POST 48/241
:
MEDICAL NATURAL SCIENTIST (2 POSTS) REF NO: 70047626



Directorate: Reproductive Biology Laboratory 
SALARY
:
R106 335 per annum (plus benefits)
CENTRE 
:
Pretoria Academic Hospital

REQUIREMENTS
:
BSc Hons year degree in Human Physiology/Reproduction. Registration with HPCSA as a scientist. Proven experience in various cell-associated laboratory techniques, equipment and quality control measures. Knowledge of infections, infertility & reproduction. Excellent communication and interpersonal skills, computer literate with problem-solving skills. Ability to work independently, with evident capabilities to succeed in post-graduate studies. Basic knowledge of assisted conception procedures.
DUTIES
:
Participate in all assisted reproduction procedures (spermatology & embryology). Assist in updating photo library data-images, record keeping and maintenance of equipment. Assist in quality control procedures, inventory control and administrative procedures. Perform all laboratory activies with due consideration to biological, mechanical and chemical safety precautions. Participate actively in research projects dealing with micro-organisms that are human pathogens can cause disease of the reproductive tract and impact on assisted conception as well as fertility
ENQUIRIES
:
Dr. C. Huyser, Tel No: (012) 354-2067/2208

ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
14 December 2007 

POST 48/242
:
SOCIAL WORKER (ALLIED HEALTH THERAPIST) (2 POSTS)



Directorate: Rehabilitation Programme

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Mogale City (1 post) Ref No: 70047649



Randfontein Sub – District (WRDHCR A) (1 post) Ref No: 70047650

REQUIREMENTS
:
SACSSP approved Social Work qualification. Registration with HPCSA. Appropriate clinical experience. Knowledge of and experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. ability to be proactive and take initiatives. Knowledge of and understanding of District Health and Primary Health Care Service would be advantageous. Understanding of the project monitoring and evaluation application principals or processes would be advantageous. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic Services within the community based rehabilitation framework. Generic support of rehabilitation staff allocated within area of work. Being accountable for the budget allocated to area of placement, inventory and equipments. Coordinating and facilitating the preventive, promotional and therapeutic rehabilitation services within area of placement, in line with profession specific standards. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines.  Participate in continuous professional development activities. Ability to function independently and within team context. 

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

POST 48/243
:
SENIOR ALLIED HEALTH THERAPIST REF NO: 70047678



Directorate: Rehabilitation Programme

SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Mogale City sub – District (WRDHCR)

REQUIREMENTS
:
HPCSA approved Occupational Therapy / Physiotherapy / Speech and Hearing Therapy or Audiology. Registration with HPCSA. Appropriate clinical experience. Knowledge of and experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. Ability to be proactive and take initiatives. Supervision skills. Knowledge of and understanding of District Health and Primary Health Care Service would be advantageous. Understanding of the project monitoring and evaluation application principals or processes. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic services within the community based rehabilitation framework. Clinical supervision of profession specific junior personnel. Generic supervision of all rehabilitation staff allocated within area of work. Developing and managing the rehabilitation services within area of placement. Being accountable for the budget allocated to area of placement. inventory and equipments. Coordinating and facilitating the preventive, promotional and therapeutic rehabilitation services within area of placement. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines. Participate in continuous professional development activities. Ability to function independently and within team context.

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

POST 48/244
:
SENIOR ALLIED HEALTH THERAPIST 70047679


Directorate: Rehabilitation Programme 

SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Randfontein sub – District (WRDHCR)

REQUIREMENTS
:
HPCSA approved Occupational Therapy / Physiotherapy / Speech and Hearing Therapy or Audiology. Registration with HPCSA. Appropriate clinical experience. Knowledge of and experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. Ability to be proactive and take initiatives. Supervision skills. Knowledge of and understanding of District Health and Primary Health Care Service would be advantageous. Understanding of the project monitoring and evaluation application principals or processes. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic services within the community based rehabilitation framework. Clinical supervision of profession specific junior personnel. Generic supervision of all rehabilitation staff allocated within area of work. Developing and managing the rehabilitation services within area of placement. Being accountable for the budget allocated to area of placement. inventory and equipments. Coordinating and facilitating the preventive, promotional and therapeutic rehabilitation services within area of placement. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines. Participate in continuous professional development activities. Ability to function independently and within team context.

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

POST 48/245
:
PRINCIPAL DIETICIAN REF NO: 70047488
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Registered with the HPCSA as a Dietician, experience and knowledge of HIV/AIDS will serve as a recommendation

DUTIES
:
Nutrition screening and assessment  of patients with HIV/AIDS.  To provide dietetic advice and plan nutritional care for individuals or groups of patients to meet their nutritional requirements.  Provide nutritional education for patients to ensure continued patient compliance.  To provide education, training and advice councillors regarding the importance on nutrition in HIV/AIDS.  To implement quality assurance in area of work to maintain and improve standards of patients care.  To ensure that supplements for the ART programme are correctly ordered.

ENQUIRIES
:
Ms. B. Matlala, Tel No: (012) 841 8300 

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
13 December 2007
POST 48/246
:
HUMAN RESOURCE OFFICER REF NO: 70047540


Directorate: Human Resource

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Senior Certificate.  Good interpersonal and communication skills (writing and verbal ). Basic knowledge of PERSAL, knowledge of HRM prescripts and computer literacy.  Passionate about customer satisfaction.

DUTIES
:
Co-ordination of training and development.  Determine training needs, Administrative duties, Bursary administration, Assist with Performance Management and Development.  Give general assistance on related matters. 

ENQUIRIES
:
Mr T. Mashimbi, Tel No (011) 951-8206

CLOSING DATE
:
14 December 2007

FOR ATTENTION
:
Diana Samuels

POST 48/247
:
HORTICULTURIST REF NO: 70047627



Directorate: Admin and Logistics


Note: This position is a re-advertisement candidates who applied previously are welcomed to re-apply
SALARY
:
R 85 362 per annum (plus benefits). 

CENTRE
:
Pretoria Academic Hospital
REQUIREMENTS
:
National Diploma in Horticulture or equivalent qualification. Proof of completion of National Examination Board. Knowledge of departmental guidelines and policies. Drivers licence Code 8. Appropriate supervisory experience. Computer literate. Good communication and interpersonal skills.
DUTIES
:
Planning and development activities (landscaping, garden and pot plant, maintenance, floral arrangements, special events). Maintenance and control of equipment and stock. Procurement of goods and service. Train departmental staff. Manage pest control. General office administration.

ENQUIRIES
:
Mr. F. Monama, Tel No: (012) 354-2364

ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
14 December 2007 

POST 48/248
:
ACCOUNTING REF NO: 70047676



Directorate: Financial Management

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
 West Rand – Region A

REQUIREMENTS
:
Grade 12 or equivalent qualification. Computer literacy. Communication skills. Knowledge of BAS, PFMA and Treasury regulations. A valid driver’s license.

DUTIES
:
Compile payment and Journals. Do filing and safekeeping of documents. Work with petty cash. work with NGO’s by doing payments and monitoring them. Handle queries. Compile reports and attend finance related meetings. Do reconciliation of payments. 

ENQUIRIES
:
Collen Molefe/ Obakeng Mosome, Tel: (011) 953 - 4515

CLOSING DATE 
:
18 December 2007

POST 48/249
:
ALLIED HEALTH THERAPIST (3 POSTS)



Directorate: Rehabilitation Programme

SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Mogale City sub – District (WRDHCR)(1 Post) Ref No: 70047680



Randfontein sub – District (WRDHCR)(1 Post) Ref No: 70047681



Westonaria sub – District (WRDHCR)(1 Post) Ref No: 70047682

REQUIREMENTS
:
HPCSA approved Occupational Therapy / Physiotherapy / Speech and Hearing Therapy or Audiology. Registration with HPCSA. Appropriate clinical experience. Knowledge of and experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. Ability to be proactive and take initiatives. Supervision skills. Knowledge of and understanding of District Health and Primary Health Care Service would be advantageous. Understanding of the project monitoring and evaluation application principals or processes. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic services within the community based rehabilitation framework. Clinical supervision of profession specific junior personnel. Generic supervision of all rehabilitation staff allocated within area of work. Developing and managing the rehabilitation services within area of placement. Being accountable for the budget allocated to area of placement. inventory and equipments. Coordinating and facilitating the preventive, promotional and therapeutic rehabilitation services within area of placement. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines. Participate in continuous professional development activities. Ability to function independently and within team context.

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

POST 48/250
:
JUNIOR CLINICAL TECHNOLOGIST (2 POSTS) REF NO: 70047628



Directorate: Reproductive Biology Laboratory 

SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Registration with HPCSA as a Clinical Technologist in Reproductive Biology. Proven experience in basic assisted conception (AC) technique & procedures. Knowledge of infections, infertility & reproduction. Excellent communication and interpersonal skills, computer literate with problem-solving skills. Ability to work independently, with evident capabilities to succeed in post-graduate studies.   
DUTIES
:
Participate in all assisted reproduction procedures (spermatology & embryology). Assist in updating photo library data-images, record keeping and maintenance of equipment. Assist in quality control procedures, inventory control and administrative procedures. Perform all laboratory activities with due consideration to biological, mechanical and chemical safety precautions. Participate actively in research projects dealing with micro-organisms that are human pathogens can cause disease of the reproductive tract and impact on assisted conception as well as fertility.
ENQUIRIES
:
Dr. C. Huyser, Tel No: (012) 354-2067/2208

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
14 December 2007 

POST 48/251
:
HUMAN RESOURCE OFFICER REF NO: 70047630



Directorate: Human Resource Management: HRD Section

SALARY
:
R 85 362 per annum (plus benefits)
CENTRE 
:
Pretoria Academic Hospital

REQUIREMENTS
:
National Diploma in Human Resource Management or equivalent qualification, matric with 2 years experience in HRD. Knowledge of relevant Human Resource Policies and Legislations. Good communication, interpersonal, writing and presentation skills. 
DUTIES
:
Co-ordination of PMDS contracts, quarterly review forms for staff members. Management of PMDS Database. Follow up on outstanding PMDS contracts and reviews. Advising staff members on PMDS policy and ensuring compliance thereof. Handling temporary incapacity and ill-health retirement cases. Advising staff members on completion and applying of Temporary incapacity and ill-health retirement. Prepare submissions for approval of cases and drafting letter to relevant staff members. Serve as secretariat pf Temporary Incapacity and Employee Wellness committee. Assisting in Human Resource related issues as requested. Provide monthly and quarterly reports on PMDS and TIC cases
ENQUIRIES
:
Mrs. E. Rapoo Tel No: (012) 354-2229

ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
14 December 2007 

POST 48/252
:
HEALTH THERAPIST (ORAL HYGIENE) TWO POSTS REF NO: 70047646



Directorate: Oral Health 

SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
West Rand – Region A

REQUIREMENTS
:
A Degree/ Diploma in Oral Hygiene including Expanded Functions. Good writing and communication skills and a valid driver’s license will be essential. Registration as a Health Therapist (Oral Hygiene) with the Health Professions Council of south Africa. Minimum 4 years in community oral health services will be an advantage.

DUTIES
:
Assess the need for community based oral health services. Formulation and implementation oral health promotion and specific protection programmes and the execution thereof. Provide an integrated comprehensive inter – disciplinary oral hygiene service. Support the facilitation outreach programmes and provide reports on service delivery. Responsible for development and training.

ENQUIRIES
:
Dr. N. N. Mwangi, Tel: (011) 953 - 1897

CLOSING DATE 
:
18 December 2007

POST 48/253
:
OCCUPATIONAL THERAPY ASSISTANT (2 POSTS) REF NO: 70047648



Directorate: Mental Health

SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
West Rand – Region A 

REQUIREMENTS
:
Qualified in Occupational Therapy Assistant. Registration with the HPCSA. Appropriate clinical experience, Experience in community based rehabilitation for mental health users. Good communication and interaction skills. Valid driver’s licence. Willing to serve anywhere on the west Rand.

DUTIES
:
Develop and implement community work activities in terms of: Promotion, prevention and rehabilitation programmes. Community projects and participation in National Programmes (Calendar Activities). Provision of support services to people with psychiatric disabilities. Establishment of support groups based on the needs.

ENQUIRIES
:
M. Maredi, Tel: (011) 953 – 1090/1

CLOSING DATE 
:
18 December 2007

POST 48/254
:
ALLIED HEALTH THERAPIST ASSISTANT REF NO: 70047683



Directorate: Rehabilitation Programme

SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
Randfontein sub – District (WRDHCR)

REQUIREMENTS
:
Qualified as an Occupational Therapy Assistant. Physiotherapy Assistant. Community Speech and Hearing Therapy Assistant or Community Rehabilitation Facilitator/ Worker. Registration with HPCSA or relevant authority. Appropriate clinical experience. Experience in community based rehabilitation. Knowledge of at least one African language would be an added advantage. Good communication, interaction and teamwork skills. Ability to be proactive and take initiatives. Valid driver’s license.

DUTIES
:
Render discipline specific therapeutic services within the community based rehabilitation framework. Contribute to service development in own area of work according to sectional policies. Execute allocated tasks in own area of work in line with sectional guidelines. Participate in continuous professional development activities. Ability to function within a team context.

ENQUIRIES
:
Mary Mpete, Tel: (011) 953 – 1091/2/3

CLOSING DATE 
:
18 December 2007

4POST 48/255
:
HUMAN RESOURCE CLERK REF NO:  70047553


Directorate: Human Resource

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Senior certificate or equivalent qualification plus relevant experience.  Knowledge of PERSAL, Human Resource Policies, Acts and Regulations. Good communication written and verbal. Computer literacy. 

DUTIES
:
Execute personnel administrative aspects (appointments, transfers, service termination, leave, housing, garnishee and salary administration. Present available information on request on related basic conditions of service. Check and ensure that PERSAL transactions and related mandate forwarded to GSSC are captured correctly.

ENQUIRIES
:
Mr .T.  Mashimbi,Tel No  (011) 951 - 8206

CLOSING DATE
:
14 December 2007

FOR ATTENTION
:
Diana Samuels

POST 48/256
:
HUMAN RESOURCE CLERK (RECRUITMENT AND SELECTION) REF NO: 70047629



Directorate: Human Resource

SALARY
:
R 58 290 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Grade 12 certificate. Computer literacy. Relevant experience in Recruitment and Selection. Good Communication, interpersonal, writing and presentation skills. Should be able to read and write.
DUTIES
:
Receive Application from GSSC and send to relevant departments. Assist in typing Submissions. Capture Applications on a Database. Liaise with Line functionaries. Attending and Arranging dates for interview with the Line Managers. Serve as Secretariate of the HR Task team. Update interview schedule
ENQUIRIES
:
A. Van Wyk, Tel No: (012) 354-5392

ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
14 December 2007 

POST 48/257
:
LAUNDRY WORKER REF NO:70047550


Directorate: Laundry

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
ABET. Basic Literacy. Ability to perform routine/structured tasks.  Ability to Operate equipment/machines. Understand routine notes/memos/ written Instructions.

DUTIES
:
Sorting of soiled linen and clothing.  Slush of excessively dirty soiled linens items before despatched to outside contractors. Pack and seal laundry bags. Sorting of clean linen and clothing upon receival.  Pack clean linen and clothing on shelves. Count and verify linen in wards.

ENQUIRIES
:
Mrs. H. Geyser,  Tel No (011) 951-8407

FOR ATTENTION
:
Diana Samuels

CLOSING DATE
:
14 December 2007

POST 48/258
:
FOOD SERVICE SUPERVISOR REF NO: 70047291


Directorate: Food Service Department



NB: This is an erratum for post 46/232
SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Grade 10/ABET. Good verbal & writing skills. Work shifts including public holidays and weekends. Ability to work in either a team or independently. Leadership skills.

DUTIES
:
Responsible for general cleaning and neatness in the kitchen wards and dinning hall. Wash food trolleys, equipment, crockery and cutlery. Remove kitchen waste, wash and sanitise dirt bins. Prepare, serve and deliver food and refreshments. Apply general hygiene and safety measures.

ENQUIRIES
:
Ms Gloria Mokhema Tel (011) 531 4346

CLOSING DATE
:
10 December 2007

DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

OTHER POSTS
POST 48/259
:
Senior Social WORKER: Probation Officer REF NO; 70047652


Directorate: Regions

SALARY
:
R132 054 per annum (plus benefits)
CENTRE
:
Johannesburg, Metro Region
REQUIREMENTS
:
B.A. Social Work Degree. Registration with the Council for Social Services Professions. Proof of payment for the current year with the Council. Valid code 08 driver’s licence. Minimum of three (3) years experience. Knowledge of the following documentation will be an advantage: Transformation of the Child and Youth Care System. Minimum standards on Child and Youth Care. Probation Services Act. Probation Services Amendment Act. Child Justice Bill. 

DUTIES
:
Investigation of the circumstances of an accused with a view to report to the court. Rendering of assistance to the family of the accused. Assistance to a probationer in complying with his probation conditions. Planning and implementation of prevention and diversion programmes. Assessment of children in conflict with the law. Supervision of assistant probation officers.

ENQUIRIES
:
Mrs E. Jacobs, Tel No: (011) 374-1857
FOR ATTENTION
:
Ms Arty Singh

CLOSING DATE
:
14 December 2007

POST 48/260
:
SENIOR Social Worker: Field / Intake SERVICES (3 postS) REF NO: 70047653


Directorate: Regions
SALARY
:
R132 054 per annum (plus benefits)
CENTRE
:
Johannesburg, Metro Region
REQUIREMENTS
:
B.A. Social Work Degree. Registration with the Council for Social Services Professions. Proof of  payment for the current year with the Council. Valid code 08 driver’s licence. Extensive knowledge of the  Child Care Act and relevant Social Work legislation. At least three years Social Work experience with Exposure   to the broader spectrum of the profession. Experience in developmental work, extensive knowledge of all Legislation, Policies and Priorities Governing Social Services. Computer literacy. Administrative capabilities should include organisational skills, compilation of statistics, correspondence and report writing. Good communication skills and an excellent ability to handle conflict, difficult clients and crisis Intervention. 

DUTIES
:
Render complex Developmental Social Work services to individuals, families and communities. Statutory crisis intervention in terms of relevant Social Work legislation  e.g. Child Care Act. Implementation of transformation policies and legislation. Intersectoral and Interdepartmental collaboration. Inputs into and execution of operational plan in accordance with work plans and performance. Compilation, interpretation and management of statistics, relevant reports and research. Compilation of community profiles for interpretation, planning and rendering of services.

ENQUIRIES
:
Mrs E. Jacobs,Tel No: (011) 374-1857 

FOR ATTENTION
:
Ms Arty Singh

CLOSING DATE
:
14 December 2007
POST 48/261
:
FOOD SERVICE AID REF NO: 70047651


Directorate: Management Services

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Johannesburg, Head Office 

REQUIREMENTS
:
Basic Literacy ABET. Must be able to read and write. Appropriate experience will be a recommendation. Good communication skills. Must be able to work under pressure. Ability to work in a team. 

DUTIES
:
Perform specific cleaning tasks and apply hygienic measures in Food service unit. Planning and coordinating venues, meeting schedules and catering services. 

ENQUIRIES
:
Mr. A.J. Daniels, Tel No: (011)355 -7975

FOR ATTENTION
:
Ms Arty Singh

CLOSING DATE
:
14 December 2007

ANNEXURE P
PROVINCIAL ADMINISTRATION: KWAZULU NATAL

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
CLOSING DATE
:
As stipulated below each post

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

OTHER POSTS

POST 48/262
:
CHIEF INDUSTRIAL TECHNICIAN: TECHNICAL SUPPORT (REF. NO P 286/2007)

SALARY
:
R132 054 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*A Degree / National Diploma or equivalent qualification in Civil Engineering (T/N/S STREAM); plus a minimum of 3 years experience in the civil Engineering environment; plus a valid code B driver’s licence.  Knowledge, Skills, Training And Competencies Required:  *Understanding of departmental policies and implementation processes and project management.  * In-depth expert knowledge of technical and engineering policies, procedures and practices.  *Knowledge of Public Service reporting procedures, Acts and Regulations and work environment.  *Planning and organising skills.  *Computer Literacy.  * A Clear conceptual understanding of transformation Directorate.  *Knowledge and experience within a technical and engineering environment.  *Interpretation and application of policy i.e. technical, engineering, etc.  *Problem solving and analytical thinking skills.  *Well develop verbal and written communication skills including the ability to network.  *Project management skills.  *Motivation skills.  *The ideal candidate should demonstrate an interest in technical, engineering and related fields, be a total quality controller and be receptive to ideas and suggestions.  *He / she should be and innovative thinker, accurate, creative, honest, reliable and have integrity, openness and transparency. 

DUTIES
:
*Provide specialist advice  /guidance / assistance with regard to technical and engineering related matters i.e. RRD projects, Cabinet projects, special projects to field support staff / stake holders in order to achieve departmental goals and objectives.*Supervise contracts.  *Liaise with official from the regions provincially, local communities and the general public with regard to road related matters thereby ensuring service delivery within the Department.  *Ensure that assigned tasks to various contractors in terms of prescribed policies and programmes as laid down by the department are successfully implemented on time.  *Ensure quality checks amongst the stake holders involved in the projects while monitoring their progress on site and liaise with project liaison committees with regard to projects.  *Compile monthly and quarterly reports for the Deputy Manager by providing monitoring, review and progress reports of projects in relation to budget and expenditure outputs. 

ENQUIRIES
:
Mr S Mbhele Tel. No. 033-342 4082
FOR ATTENTION
:
Mrs S M Nell
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 48/263
:
PRINCIPAL ROAD SAFETY OFFICER (REF. NO P288/2007)

SALARY
:
R132 054 per annum
CENTRE
:
Durban Region:  Cost Centre, Stanger 
REQUIREMENTS
:
*A Degree / National Diploma or equivalent qualification in Education / Social Work; plus a minimum of 3 years working experience;  plus a valid code B driver’s licence; plus Proficiency in IsiZulu and English Knowledge, Skills, Training And Competencies Required:  *Knowledge of Project management.  *Knowledge of Data analysis.  *Knowledge of Programme development.  *Knowledge of Procurement procedures.  *Knowledge of Public Service regulations and Practice Notes.  * Knowledge of Delegations.  *Knowledge of Labour Relations.  *Knowledge of Policies and procedures.  *Knowledge of Road Safety Curriculum development.  *Knowledge of operating office equipment.  *Report writing and formulation skills.  *Excellent written and verbal communication skills.  *Planning. organising and co-ordinating skills.  *Organising skills for arranging workshops, meetings and other relevant services*Computer Literacy.  *Community development skills.  *Teaching, problem solving and negotiation skills.  *The ideal candidate should have good telephone etiquette, accountability, the ability to maintain a high level of professionalism and the ability to communicate with people at all levels.  *He / she should also have good interpersonal relations, be honest, reliable and have integrity, believe in openness and transparency, be responsible and conscientious, be committed to community development and receptive to ideas and suggestions
DUTIES
:
*Develop road safety annual performance plans and monitor the budget accordingly.  *Implement road safety programmes / projects in liaison with respective stake holders through proper support and monitoring.  *Conduct training of community road safety councils.  *Facilitate presentations of road safety programmes on the relevant stakeholders.  *Organise and facilitate departmental road safety related events.  * Play a communication / liaison role in terms of consultation and community liaison on road safety matters.  *Provide support and ensure strict adherence to legislation related to Road Safety.

ENQUIRIES
:
Ms N D Makhanya, Tel. No. 033-4373800
FOR ATTENTION
:
Mrs S M Nell
CLOSING DATE
:
10 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 48/264
:
ARTISAN FOREMAN (REF. NO P289/2007)

SALARY
:
R106 335 per annum
CENTRE
:
Cost Centre, Metro

REQUIREMENTS
:
*A Trade Diploma in Earth Moving Equipment Mechanic, Construction Plant Mechanic, Diesel Mechanic or Tractor  Mechanic plus, a minimum of 3 years semi – skilled manual experience. A valid code C drivers licence.  Knowledge, Skills, Training and Competencies Required:  *Knowledge of maintenance and repairs of plant, equipment and vehicles. *Knowledge of Oil Analysis procedures.  *Knowledge of transport regulations.  *Knowledge of safety regulations.  *Knowledge of procurement procedures.  *Knowledge of disciplinary procedures.*Knowledge of PMDS procedures. *Knowledge of PFMA. *Ability to make correct diagnosis. *Interpret oil analysis returns. *Supervisory / management skills. *Planning and organizing skills.  *Problem solving skills.  *Interpersonal skills. *Training and mentoring skills. *Verbal and written communication skills.  *The ideal candidate should be thorough, systematic, self disciplined and dedicated, responsible, a team player, honest, innovative, energetic, enthusiastic and empathetic. *He/She should also be trustworthy, attentive to details and improvement/ development orientated.

DUTIES
:
*Manage the preventative maintenance and repair of plant, equipment and vehicles.* Manage budget expenditure in line with the operational plan. *Ensure that the mechanical administrative function is carried out effectively and efficiently.* Exercise control over the outputs, development and general conduct of personnel. *Manage and implement safety regulations as per OHS Act in the workshop / depot environment.

ENQUIRIES
:
Mr A A Singh, Tel. No: 031- 469 8900

FOR ATTENTION

Ms P B Gumede
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 a female.
POST 48/265
:
FIELD SUPPORT OFFICER (REF. NO. P290/2007)
SALARY
:
R85 362 per annum 
CENTRE
:
Area Office, Bergville
REQUIREMENTS
:
*S4 Diploma in Civil or Survey Engineering or Junior certificate and/or successful completion of the Road Works Foreman course plus 3 years experience in road maintenance / construction environment; plus a valid Code B Driver’s licence. Knowledge, Skills, Training And Competencies Required:  *Knowledge of Maintenance manuals, safety regulations and Costing system.  *Knowledge of General Admin procedures.  *Knowledge of weekly work and plant returns.  *Knowledge of Service delivery programme.  *Knowledge of Departmental reporting structure and RRTF’s.  *Knowledge of legislation / policies and procedures pertaining to Public Sector.  *Knowledge of Disciplinary procedures.  *Knowledge of PMDS.  *Planning and organizational skills.  *Ability to learn, understand and apply.  *Problem solving skills.  *Supervisory skills.  *Communication skills.  *Numeracy skills.  *Computer skills.  *The ideal candidate should be responsible, punctual, conscientious, efficient and believe in team work.  He / she should also be receptive to suggestions and ideas, comply with the code of conduct, show empathy and be culturally aware.

DUTIES
:
*Effective and efficient supervision, management and assessment of maintenance and Zibambele team.  *Conduct regular inspection of roads.  *Effective and efficient allocation and management of daily work plant to respective areas.  *Provide guidance with regard to selection of Zibambele teams and ensure adherence standards.  *Timely report losses / thefts / IOD’s and accidents and compile necessary forms / statements.
ENQUIRIES
:
Mr B G Matjila, Tel. No.: 033 – 845 5800

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
21 December 2007

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or a female.
POST 48/266
:
TRADESMAN AID:  MECHANICAL (4 POSTS) (REF. NO P287/2007)

SALARY
:
R49 665 per annum
CENTRE
:
Cost Centre, Metro
REQUIREMENTS
:
*A relevant N2 Mechanical certificate with either diesel or petrol (motor) trade theory OR a Basic Education (below standard 8) with a minimum of 1 years manual experience in the maintenance of Earthmoving Plant and Equipment or Diesel trucks.  Knowledge, Skills, Training and Competencies Required:  *Knowledge of a limited range of work procedures.  * Basic knowledge to perform semi-skilled duties.  * Basic knowledge to identify various categories of plant.  * Basic knowledge to identify spanners and sizes.  * Knowledge of basic safety regulations.  * Basic knowledge of workshop equipment and tools.  * Basic knowledge of parts and component names.  * Basic utilization of tools and equipment.  * Basics to remove and strip components.  * Be able to identify various grades of oils and components where applicable.  * Be able to check oil levels, drain and replenish to the correct mark.  * Basic greasing skills.  * Be able to repair/change tyres.  * Basic language and numeracy skills.  * Intermediate literacy.  * Basic Driving skills.  * Basic operating equipment skills.  * The ideal candidate should be a team player, innovative, energetic, self disciplined, dedicated, thorough and systematic.  * He/she should also be energetic, enthusiastic, trust worthy and improvement/development orientated.

DUTIES
:
*Provide support to Artisan to carry out repairs.  * Provide support to Artisan to carry out preventative maintenance.  * Prepare plant, parts and components for repairs.  * Ensure safekeeping of tools, equipment and spares/parts.  * Ensure compliance with Occupational Health and Safety (OHS) Act.  * Perform general support duties.

ENQUIRIES
:
Mr A A Singh, Tel. No: 031-469-8900

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 a female.
ANNEXURE Q
PROVINCIAL ADMINISTRATION: NORTH WEST

OFFICE OF THE PREMIER

APPLICATIONS
:
Applications must be forwarded for attention:  The Acting Director General, Office of the Premier, Private Bag X129, Mmabatho, 2735.

CLOSING DATE
:
05 December 2007
NOTE
:
Applications must be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by certified copies of ID and detailed CV.  Please quote the relevant reference. Failure to submit the requested documents will result in your application not being considered.  Qualifications will be verified. It is the responsibility of the applicant to ensure that the foreign qualifications are evaluated by the South African qualification authority

OTHER POST

POST 48/267
:
SECRETARY REF: 21/1107



Directorate: Anti-Corruption and Forensic Investigation

SALARY
:
R68 955 per annum

CENTRE
:
Mafikeng

REQUIREMENTS
:
Grade 12 plus typing as a fully passed subject or training course or qualification for general secretarial work. Language skills and ability to communicate well with people at different levels. Good telephone etiquette. Computer Literacy. Sound organizational skills. Good people skills. High level of reliability. Good written communication skills. Ability to act with tact and discretion. 

DUTIES
:
Provide a secretarial/ receptionist support service to the Director: Anti-Corruption and Forensic Investigation including receiving telephone calls; Recording of appointments and events in the diary; Typing of documents; Provide clerical support including, making travel arrangements, Arranging meetings and corporate events, Recording of minutes of meetings, Drafting correspondence and reports Procurement of stationery and refreshments.

ENQUIRIES
:
Ms Mashikinya T T, Tel (018) 387 8557

ANNEXURE R
PROVINCIAL ADMINISTRATION: WESTERN CAPE

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

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 48/268
:
ASSISTANT DIRECTOR: BIODIVERSITY MANAGEMENT AND CLIMATE CHANGE - REFERENCE NO: E/07/023



Directorate:  Strategic Environmental Management
SALARY
:
R 196 815 per annum 

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate recognised 4-year Bachelor’s degree in Natural Sciences or Physical Sciences. The following are requirements: ( knowledge and experience of biodiversity management and climate change science, legislation, policy, guidelines, monitoring and implementation programmes ( knowledge of guideline and policy development processes ( ability to conduct research ( sound computer literacy (MS Office Suite) including advanced skills in developing MS PowerPoint presentations ( knowledge of project and financial management ( a valid code 08(EB) driver’s license and a willingness to travel ( strong interpersonal and communication skills (verbal and written) in two of the three official languages of the Western Cape ( excellent report writing skills ( proven ability to lead, plan and organize. 

DUTIES
:
The successful candidate will be responsible for assuming and managing duties related to: ( drafting, coordinating and providing inputs to provincial and regional biodiversity and climate change policies, strategies, plans, norms and guidelines to ensure compliance with relevant international conventions and treaties and national and provincial environmental legislation ( the implementation of a range of climate change mitigation, adaptation and communication initiatives giving effect to the Provincial Climate  Change Response Strategy and Action Plan ( the coordination, facilitation and reporting on climate change initiatives with a wide range of stakeholders in the provincial Climate Change programme ( guiding and building capacity of organs of state to implement (mainstream) national, provincial and regional climate change policies, strategy and action plan, norms, standards, guidelines and measures into their strategic plans, including municipal IDP’s and SDF’s ( providing financial input into the budget of the sub-directorate and assisting with expenditure control.
ENQUIRIES
:
Mr D Laidler, Tel (021) 483-3925
CLOSING DATE
:
24 December 2007
POST 48/269
:
ASSISTANT DIRECTOR: LEGISLATION DEVELOPMENT AND ADMINISTRATION: REFERENCE NO: E/07/021



Directorate: Law Enforcement and Administration
SALARY
:
All inclusive package of R 157 686 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an LLB degree or equivalent plus relevant experience ( knowledge of environmental law and regulatory requirements, in terms of the EMI regulations, National Environmental Management Act (Act 107 of 1998) (NEMA) and the Environment Conservation Act, (Act 73 of 1989) (ECA). The following will serve as requirements: ( knowledge of administrative law, criminal law, criminal procedure and the law of evidence ( knowledge of basic principles of environmental management ( knowledge of integration of law and science ( excellent communication skills, particularly the ability to draft legal documents ( strategic and analytical thinking, problem solving and negotiation skills ( customer focus and responsiveness ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( computer literacy ( a valid code 08 (EB) driver’s license and willingness to travel.

DUTIES
:
The successful candidate will be responsible for the following:  ( providing assistance in the ongoing development and updating of compliance and enforcement strategy ( management responsibilities, including strategic planning, financial planning and reporting ( management and co-ordination of investigations and audits, including inspections, evidence gathering, sampling, etc. 

ENQUIRIES
:
Mr M Gordon, Tel (021) 483-3966 
CLOSING DATE
:
24 December 2007
POST 48/270
:
PRINCIPAL ENVIRONMENTAL OFFICER: POLICY AND PROGRAMMES - REFERENCE NO: E/07/029


Directorate: Waste Management
SALARY
:
R157 686 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised 3-year Bachelors Degree in Natural or Physical Sciences, Environmental Sciences or Engineering (or an equivalent, appropriate qualification) with appropriate experience in the environmental field. The following will serve as requirements: ( sound interpersonal and communication skills (verbal and written) ( administrative ability, office management and basic knowledge of budgeting ( experience in planning, organising and report writing ( basic knowledge of project management ( computer literacy ( knowledge of environmental management, including waste management ( knowledge of environmental legislation, policies, and regulations. The following will serve as recommendations: ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province (verbal and written)  ( a valid code 08(EB) driver’s licence and a willingness to travel  ( knowledge of or experience in policy formulation ( supervisory and conflict management skills.

DUTIES
:
The incumbent will co-ordinate project teams to assist with the promotion and facilitation of integrated waste management, through policies and programmes throughout the province to ensure the minimisation and responsible management of waste ( assist with the development of policy, legislation, strategies, guidelines, norms and standards that will promote the hierarchical approach to integrated waste management ( assist with establishing programmes and projects that will give effect to the implementation of waste management policy, legislation and strategies ( assisting with capacity building and awareness programmes regarding waste management ( comment on relevant draft legislation and policies ( enforcing relevant statutory provisions ( providing technical advice on Environmental Impact Assessments ( liaise with local, provincial and national authorities, organised civil society, non-governmental organizations, business and industry, organized labour with the view of developing policy, legislation, norms, standards and guidelines regarding integrated waste management ( representing the Department on various committees and forums ( assist with project planning, organizing of project-related activities, as well as supervision of project teams ( assisting with compilation of budgets and expenditure control ( handle requirements pertaining to waste management problems and matters related to the component’s objectives. 

ENQUIRIES
:
Mr E Hanekom, Tel (021) 483-2728
CLOSING DATE
:
24 December 2007
POST 48/271
:
ASSET MANAGER: SUPPLY CHAIN MANAGEMENT - REFERENCE NO: F/07/010 (B)



Directorate: Finance
SALARY
:
R132 054 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirements: for this post is an appropriate three-year tertiary qualification (or equivalent) with appropriate supervisory experience. The following will serve as recommendations: ( extensive knowledge of supply chain management legislative framework and related legislation ( experience in logistical and asset management functions (  good verbal and written skills in at least two of the three official languages of the Western Cape ( computer literacy (MS Word and MS Excel (  accounting, negotiation, meeting and presentation skills ( a valid code B (08) driver’s licence (  ability to function under pressure
DUTIES
:
The successful candidate will be responsible for: (  manage asset management processes and functions (  manage life cycle planning and strategy of assets within the department (  manage the overall logistical processes and functions (  manage the database for all Ditcom applications (  manage monthly asset reconciliations (  manage an efficient system for safeguarding and monitoring and record-keeping of assets (  develop, implement and monitor acquisition maintenance and disposal plans for assets ( develop, implement and maintain asset management policies and procedures ( compile annual financial statements with regards to asset management (  manage staff/budget. 

ENQUIRIES
:
Mr R Arends, Tel (021) 483-3194
CLOSING DATE
:
24 December 2007
POST 48/272
:
SENIOR ENVIRONMENTAL OFFICER: BIODIVERSITY MANAGEMENT AND CLIMATE CHANGE - REFERENCE NO: F/07/032



Directorate: Strategic Environmental Management
SALARY
:
R 132 054 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognized 3-year B degree in Natural, Physical or Environmental Sciences (or equivalent qualification). The following will serve as requirements: ( knowledge and experience of biodiversity and climate change science, legislation, policy, guidelines, monitoring and implementation programmes ( ability to conduct research ( strong computer literacy (MS Office Suite) ( a valid code 08(EB) driver’s license and a willingness to travel ( strong interpersonal and communication skills (verbal and written) ( ability to communicate effectively in at least two of the three official languages of the Western Cape ( administrative abilities (including minute taking of meetings) ( ability to plan and organize. 

DUTIES
:
The successful candidate will assume duties relating to: ( drafting, coordinating and providing inputs to provincial and regional biodiversity and climate change policies, strategies, plans, norms and guidelines to ensure compliance with relevant international conventions and treaties and national and provincial environmental legislation ( the implementation of a range of climate change mitigation, adaptation and communication initiatives giving effect to the Provincial Climate Change Response Strategy and Action Plan ( the coordination, facilitation and reporting on climate change initiatives with a wide range of stakeholders in the provincial Climate Change programme.

ENQUIRIES
:
Mr A V Mukasa, Tel (021) 483-5012
CLOSING DATE
:
24 December 2007

POST 48/273
:
ADMINISTRATIVE OFFICER: AIR QUALITY MANAGEMENT - REFERENCE NO: F/07/036



Directorate: Strategic Environmental Management
SALARY
:
R 132 054 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a relevant 3-year tertiary qualification or Senior Certificate with appropriate experience in the administrative field.  The following will serve as requirements: ( good interpersonal relations and the ability to work in a team ( extensive experience in the administrative field and office management ( knowledge of human resource management ( computer literacy (MS Word, MS Excel, MS PowerPoint, MS Access) ( strong communication skills (verbal and written) ( experience in meeting procedures and minute taking ( basic knowledge and experience of financial management and budgeting ( knowledge and experience in procurement of goods and services ( ability to plan and organise activities. The following will serve as recommendations: ( knowledge of database administration and management ( a valid code 8(EB) drivers license ( supervisory experience ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province ( report writing 

DUTIES
:
The incumbent will be responsible for: ( processing and control of the procurement and payment of goods and services ( management and maintenance of the sub-directorate’s filing system ( logistical arrangement of meetings and workshops and recording minutes of meetings ( drafting of letters, memoranda and reports ( assisting with travel and accommodation arrangements ( supervision and performance appraisal of administrative staff ( ( handling routine enquiries from members of the public, institutions and departments ( assisting with the compilation of budgets, cashflow management and the reconciliation of financial reports ( assist with the implementation of financial controls and the monitoring of expenditure ( commenting on administrative policy documents ( management of databases, compilation of statistics and providing of information as required ( maintenance of correct procedures and directives (  render support with the control of assets ( co-ordination, liaison and administration of activities related to the processing of license applications and other administrative processes w.r.t. the Air Quality Management Act.

ENQUIRIES
:
Mr H Linde, Tel (021) 483-2817/2705
CLOSING DATE
:
24 December 2007
POST 48/274
:
RISK ANALYST: INTERNAL CONTROL AND RISK MANAGEMENT - REFERENCE NO: F/07/039



Directorate: Finance
SALARY
:
R 132 054 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate Bachelor’s degree (or equivalent qualification) in Risk Management or Internal Auditing ( 1-2 years appropriate experience in risk management or internal auditing. The following will serve as requirements: ( sound interpersonal and communication skills (verbal and written) ( computer literacy (particularly in MS Word, Excel and PowerPoint) ( analytical thinking ( research and developmental skills ( ability to analyse, conceptualise and implement policy ( conflict resolution ( ability to monitor, evaluate and report ( presentation skills ( ability to solve problems ( ability to work in a team ( ability to do research and development ( self-driven ( self-confident and innovative ( ability to work under pressure ( foster teamwork. The following will serve as recommendations: knowledge of risk management processes and techniques ( national and provincial instruments and legislation pertaining to risk management ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province ( a valid code 08(EB) driver’s license and a willingness to travel ( administrative abilities. 

DUTIES
:
Assist Chief Risk Analyst with the identification of, and response to risk ( capture, document and report on all information pertaining to risk, control, process improvement and process control maps ( assist with data analysis ( undertaking and maintaining a high standard of financial inspections at all institutions ( establishing and maintaining an effective internal control system ( reporting findings and make recommendations ( training the employees of the Department on the Public Finance Management Act, NTR’s and PTI’s  ( issuing and revise new instructions ( assisting with risk management. 

ENQUIRIES
:
Mr PS Maloi, Tel (021) 483-3060
CLOSING DATE
:
24 December 2007

POST 48/275
:
SENIOR STATE ACCOUNTANT: MANAGEMENT ACCOUNTING - REFERENCE NO: F/07/040



Directorate: Finance
SALARY
:
R 132 054 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year B-degree (or equivalent qualification) with relevant experience in a budgetary environment. The following will serve as recommendations: ( extensive knowledge of the Public Finance Management Act, 1999 (PFMA), National Treasury Regulations and Provincial Treasury Instructions ( budget procedures in the public sector ( Basic Accounting System (BAS) and PERSAL ( extensive knowledge of the Medium Term Expenditure Framework budget process ( Adjustments Estimate process and procedures ( In-Year-Monitoring (IYM) system (  knowledge of appropriation statements ( good communication skills in at least two of the three official languages of the Western Cape (verbal and written) ( computer literacy (MS Word and Excel) ( ability to work under pressure. 

DUTIES
:
The successful candidate will be responsible for: ( reporting to the Assistant Director: Revenue and Expenditure Management ( assisting with the evaluation and compilation of Departmental Cashflow and personnel audits, IYM reports, the Adjustments Estimate and appropriation statements ( registration of budgets and requesting of reports from BAS ( evaluation of submissions to the Accounting Officer, Provincial Treasury, Ministers and Cabinet ( supporting programme managers and management. 

ENQUIRIES
:
Ms G Buggas, Tel (021) 483-2892
CLOSING DATE
:
24 December 2007

POST 48/276
:
ENVIRONMENTAL OFFICER: BIODIVERSITY MANAGEMENT AND CLIMATE CHANGE - REFERENCE NO: F/07/031



Directorate: Strategic Environmental Management
SALARY
:
R 106 335 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognized 3-year B degree in Natural, Physical or Environmental Sciences (or equivalent qualification). The following will serve as recommendations: ( knowledge of biodiversity management and climate change science, legislation, policy, guidelines, monitoring and implementation programmes ( environmental and planning legislation and policies ( ability to conduct research ( sound computer literacy ( a valid code 08(EB) driver’s license and a willingness to travel ( strong interpersonal and communication skills (verbal and written) ( ability to communicate effectively in at least two of the three official languages of the Western Cape ( administrative abilities (including minute taking of meetings) ( ability to plan and organize. 

DUTIES
:
The successful candidate will be responsible to assist with: ( implementing  a range of climate change mitigation, adaptation and communication initiatives giving effect to the Provincial Climate Change Response Strategy and Action Plan ( coordinating, facilitating and reporting on climate change initiatives with a wide range of stakeholders in the provincial Climate Change programme ( drafting, coordinating and providing inputs to provincial and regional biodiversity and climate change policies, strategies, plans, norms and guidelines, to ensure compliance with international environmental conventions and treaties and relevant national and provincial environmental legislation.

ENQUIRIES
:
Mr A V Mukasa, Tel (021) 483-5012
CLOSING DATE
:
24 December 2007
POST 48/277
:
SENIOR ADMINISTRATIVE OFFICER: SHARED LOGISTICAL SERVICES - REFERENCE NO: F/07/041



Directorate: Finance
SALARY
:
R 106 335 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year B-degree (or equivalent qualification) with relevant experience in a budgetary environment. The following will serve as recommendations: ( extensive knowledge of the Public Finance Management Act, 1999 (PFMA), National Treasury Regulations and Provincial Treasury Instructions ( budget procedures in the public sector ( Basic Accounting System (BAS) and PERSAL ( extensive knowledge of the Medium Term Expenditure Framework budget process ( Adjustments Estimate process and procedures ( In-Year-Monitoring (IYM) system (  knowledge of appropriation statements ( good communication skills in at least two of the three official languages of the Western Cape (verbal and written) ( computer literacy (MS Word and Excel) ( ability to work under pressure. 

DUTIES
:
The successful candidate will be responsible for: ( implementation and effective management of the records management system within the department ( maintaining, amending and revising the existing file plan of the department and report such amendments to WCPA ( allocating file numbers and ensuring that file numbers are correctly recorded on files ( obtaining written approval from WCPA for the disposal of files ( maintaining a electronic database of all terminated files ( conducting regular inspections in order to ensure effective records management practices ( monitoring and managing staff within the records management section.

ENQUIRIES
:
Ms J Mototo, Tel (021) 483-3195
CLOSING DATE
:
24 December 2007

POST 48/278
:
SENIOR ADMINISTRATION CLERK: SHARED LOGISTICAL SERVICES-REFERENCE NO: G/07/20



Directorate: Human Resource Management and Shared Logistical Services
SALARY
:
R 58 290 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirements: for this post is a Senior Certificate (or equivalent). The following will serve as recommendations: ( good written and verbal communication skills in at least two of the official languages of the Western Cape ( good interpersonal skills ( ability to work under pressure ( computer literacy (Ms Word, Excel, GroupWise and Power Point).

DUTIES
:
The successful candidate will be responsible for: ( co-ordination of landline and cellular phone services ( handling of accommodation issues ( co-ordination of maintenance and domestic services ( handling of general auxiliary services.

ENQUIRIES
:
Mr C Harding, Tel (021) 483-3195

CLOSING DATE
:
24 December 2007

POST 48/279
:
MESSENGER: REGISTRY -REFERENCE NO: G/07/019



Directorate: Human Resource Management and Shared Logistical Services
SALARY
:
R 43 245 per annum 
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirements for this post is a Junior Certificate (or equivalent) plus appropriate experience The following will serve as recommendations: ( good interpersonal skills ( good verbal and written skills in at least two of the three official languages of the Western Cape ( computer literacy ( a valid code B (08) driver’s licence.

DUTIES
:
The successful candidate will be responsible for: ( provide an efficient and excellent messenger service to the Department ( record keeping of all incoming and outgoing mail ( perform a variety of administrative tasks related to the Directorate’s line functions including but not limited to the following: filing, photocopying, document administration and dealing with general correspondence within registry ( assist with courier services between departmental buildings in the Peninsula ( collect and distribute documents and newspapers in the offices, Department and other institutions ( maintain the code of confidentiality  and access of information ( act as “jumper” for the departmental driver when executing external duties.

ENQUIRIES
:
Ms J Mototo, Tel (021) 483-3195
CLOSING DATE
:
24 December 2007

DEPARTMENT OF HEALTH
In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.

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

OTHER POSTS

POST 48/280
:
PRINCIPAL MEDICAL OFFICER


(Chief Directorate: Regional Hospitals, Mental Health Services and Emergency Medical Services)

SALARY
:
Remuneration package: R 311 358 per annum (a portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Harry Comay Hospital

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. MBChB. Appropriate experience in the management of patients with Tuberculosis and concomitant diseases. Computer literacy (MS Word, Excel and PowerPoint). Valid driver’s licence. Recommendations: Good communication and interpersonal skills.

DUTIES
:
Ensure an effective clinical service delivery at Harry Comay Tuberculosis Hospital. Management of Internal Medicine patients at George Hospital. Administration of Harry Comay Hospital. Ensure cost effective service delivery. Development of junior medical staff and nursing staff.

ENQUIRIES
:
Dr M Viljoen, tel.no. (044) 802-4534, e-mail mviljoen@pgwc.gov.za 

APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Service and Emergency Medical Services, Private Bag X15, Parow, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
28 December 2007

POST 48/281
:
SENIOR ADMINISTRATIVE OFFICER (SUPPLY CHAIN MANAGEMENT)

SALARY
:
R 132 054 per annum.

CENTRE
:
Red Cross War Memorial Children’s Hospital, Rondebosch

REQUIREMENTS
:
Senior (or equivalent) Certificate with Mathematics and Accountancy and extensive experience in Supply Chain Management. Recommendations: Good management and supervisory skills. Communication skills both verbal and written. Knowledge of the tender (bid) regulations. Good knowledge of the Preferential Procurement Policy Framework Act 5 of 2000 (PPPFA). Good knowledge of asset and inventory (stores) management procedures. Knowledge of the Electronic Purchasing System (Trade world). SYSPRO would be advantage but not a requirement. Knowledge and ability to apply the Disciplinary code. Computer literacy. Be familiar with the Accounting Officer’s system for procurement and asset management. 

DUTIES
:
Manage the procurement of consumable stock/services. Manage the entire main store and monitor procedural correctness within the Engineers, Pharmacy, CSSD and Main kitchen stores. Manage the tender (bids) administration process. Manage assets from acquisition to disposal. Develop and train Supply Chain Management staff. Liaise with end users, service providers and other Governmental departments regarding Supply Chain matters. Manage the performance and development of staff (SPMS).

ENQUIRIES
:
Ms R van Haaght, tel. no. (021) 658-5393

APPLICATIONS
:
The Chief Executive Officer: Red Cross War Memorial Children’s Hospital, Private Bag X5, Rondebsoch, 7700.

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
21 December 2007

POST 48/282
:
PHARMACIST (PRODUCTION)

SALARY
:
R 132 054 per annum plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Red Cross War Memorial Children’s Hospital, Rondebosch

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist. Experience in a public hospital or a similar state facility. Knowledge of National and Provincial Health Policies as well as Pharmaceutical Acts and Laws. General computer literacy and pharmacy computer stock control and ordering system. Recommendations: Experience in public health facility and management. Good interpersonal and conflict handling skills. The ability to cope with pressure and maintain a high standard of professionalism. Sound knowledge of Drug Supply Management.

DUTIES
:
Support the manager and perform normal pharmaceutical functions. Professional advisory service, including assisting with the training education and development of pharmacy staff. Monitor and facilitate effective Drug Supply Management in the Pharmacy Department. Assistance with the compilation and implementation of policies and procedures. Liaison with Nursing Managers as well as Heads of Departments to ensure adherence to Pharmacy Policies. Monitoring and reporting on Pharmaceutical expenditure, adherence to budgetary control measures and promotion of rational drug use. Pharmacist duties in line with Good Pharmacy Practice Guidelines as determined by the South African Pharmacy Council as well as relevant laws relating to medicine. Implementation and monitoring of security measures to ensure the safekeeping of all pharmaceuticals within the pharmacy.

ENQUIRIES
:
Ms EE Gordon-Graham, tel. no. (021) 658-5031

APPLICATIONS
:
The Chief Executive Officer: Red Cross War Memorial Children’s Hospital, Private Bag X5, Rondebsoch, 7700.

FOR ATTENTION
:
Mr GH van Rooyen

CLOSING DATE
:
21 December 2007

POST 48/283
:
PERSONNEL PRACTITIONER (RECRUITMENT AND 



SELECTION)


Directorate: Human Resource Management

SALARY
:
R106 335 per annum.
CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Senior (or equivalent) Certificate with appropriate experience in the field of Human Resource Management especially Recruitment and Selection. Knowledge and skills of Employment Practices (Recruitment and Selection, Promotions, Employment Equity). Good written and verbal communication skills. Computer literacy (MS Word, Excel, PowerPoint, GroupWise and PERSAL) Recommendations: A Valid  Code B Driver’s Licence. Good presentation skills. Knowledge of other HR fields (Employment Contracts, Appointments, Compensation Management, SPMS). Ability to provide training. Experience in drafting. Cabinet submission. Knowledge of Competency Assessments for SMS Members. Ability to work under pressure. Willingness to travel to Institutions within the Western Cape. Ability to work independently. An appropriate B-degree or equivalent qualification.

DUTIES
:
Draft submissions for filling of posts on salary level 1 – 12. Assist with logistical arrangements and preparations for the filling of SMS posts. Serve as HR Representative during interviews and shortlisting meetings. Scrutinise motivations for procedurial and substantive correctness and fairness. Identify training needs at Institutions and Head Office. Investigate complaints and grievances. Assist with telephonic and written queries. Providing advice regarding the application of HRM policies and prescripts. Provide assistance and advice in respect of conciliations/arbitrations.

ENQUIRIES
:
Ms S Adams, tel. no. (021) 483-4244 
APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr RA Merton

CLOSING DATE
:
28 December 2007

POST 48/284
:
STATE ACCOUNTANT: DATA BASED ANALYST (2 POSTS)


Office of the Chief Financial Officer

SALARY
:
R106 335 per annum.
CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Senior (or equivalent) Certificate with Mathematics or Accounting with relevant experience and a proven ability to do the required work. Recommendations: A degree/diploma in Mathematics or Accounting or other subject with numerical orientation. Proven ability to analyse information and above average computer literacy (Advanced MS Excel, Access, VBA, SQL and OLAP Cubes). Valid driver’s licence. The ability to work under pressure. The ability to work co-operatively with colleagues and stakeholders at all levels of authority but also to work independently and unsupervised. NOTE : Candidates must be prepared to do a test as part of the evaluation process. 

DUTIES
:
Create and maintain various internal MS Access databases used by the Office of the Chief Financial Officer. Generate reports for management and other decision makers (e.g.: FPMI, Expenditure, Revenue, Program 5 and CCAS Reports), with regular reporting to various monitoring and evaluation committees. Apply high level controls to ensure the accuracy of produced reports. Analyse data in reports and write submissions regarding trends and the relationships found in the data. Assist the Director: Management Accounting with various ad hoc tasks.

ENQUIRIES
:
Mr DD du Toit, tel. no. (021) 483-6008.
APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr RA Merton

CLOSING DATE
:
14 December 2007

POST 48/285
:
INDUSTRIAL TECHNICIAN (ELECTRONICS/ RESPIRATORY/ ANAESTHETICS)



(Chief Directorate: Regional Hospitals, Mental Health Services and Emergency Medical Services)

SALARY
:
R 106 335 per annum.

CENTRE
:
George Hospital, George

REQUIREMENTS
:
Qualified technician with a National Diploma, N-, T- or S-stream in Electrical Engineering – Light Current or Bio-medical Diploma. Excellent ability to fault find on electronic equipment and to be able to trace faults and perform PCB repairs to component level. Valid driver’s license. Recommendations:  Computer literacy. Hands on experience in repair of electronic medical equipment.

DUTIES
:
Carry out maintenance, repairs and installations of electronic, respiratory, anaesthetic and related medical equipment. Assist with general administration and day to day running. Assist with reports, specifications, record keeping and general administration duties. Ensure compliance with Occupational Health and Safety Act.

ENQUIRIES
:
Mr R Swart, tel.no. (044) 802-4562/ Mr L du Plessis, tel.no. (044) 802-4488
APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Services and Emergency Medical Services, Private Bag X15, Bellville, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
28 December 2007

POST 48/287
:
ARTISAN (AIR CONDITIONING/REFRIGERATION) 



(Directorate: Engineering and Technical Support)

SALARY
:
R 85 362 per annum.

CENTRE
:
Bellville Mobile Workshop.
REQUIREMENTS
:
A completed Apprenticeship and proof of passing a trade test in terms of the provisions of section 13(2)(h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of section 28 or 30 of the Manpower Training Act, 1981, as amended or a certificate issued under the provisions of the repealed section 27 of the Act referred to plus appropriate experience. Knowledge and experience of refrigeration  plant and air conditioning systems. Be conversant with the requirements of the Machinery and Occupational Health and Safety Act. Valid driver’s licence and willingness to travel throughout the Western Cape Province. Recommendation: Knowledge of hospital air conditioning systems and refrigeration plant.

DUTIES
:
In addition to standby duties, the appointed candidate will be responsible for: The necessary administrative functions and control of junior staff. Assist with supervision and with engineering projects and effect/ repairs and maintenance. The maintenance, installation and repair of hospital air conditioning systems and refrigeration plant. Strict adherence to the Occupational Health and Safety Act. Training of subordinates.
ENQUIRIES
:
Mr N de Bruyn, tel.no. (021) 918-1632
APPLICATIONS
:
The Deputy-director: Hospital Engineering Services, Bellville, Private Bag X21, Parow, 7500.

FOR ATTENTION
:
Ms L Petersen

CLOSING DATE
:
21 December 2007
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