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DATE OF ISSUE: 08 FEBRUARY 2008

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

PUBLIC SERVICE VACANCY CIRCULAR NO 06 OF 2008

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 07 MARCH 2008

AMENDMENTS
:
Department of Environmental Affairs & Tourism: Please note that the closing date for the Senior Admin Officer: Buildings and Energy Management (X2) AP07/2008 is 18 February 2008 and not 11 February 2008 as it appeared in PSVC 05. Also note that this is a re-advertisement, and candidates who applied previously need not re-apply.



Provincial Administration: Western Cape: Department of Environmental Affairs & Development Planning: Kindly note that Post 05/166 HRA Officer is completely withdrawn from the circular.
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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.

APPLICATIONS
:
Department of Defence, Directorate Collective Mechnisms, Private Bag X 137, Pretoria, 0001.

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

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

OTHER POSTS

POST 06/01
:
DEPUTY DIRECTOR: LABOUR RELATIONS: TRANSVERSAL



Chief Directorate HR Strategic Direction & Policy (Directorate Collective Mechnisms)



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

SALARY
:
R369 000 total package

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate, recognized 3-Year Degree/Diploma or equivalent qualification (NQF L6) in Labour Relations and Labour Law with experience in broader experience in all matters pertaining to labour relations in the Military environment. Special requirements: Knowledge of: The South African Collective Bargaining regulatory framework for the Public Service, the Department of Defence, Grievance and Dispute Resolution applicable to employees and members of the Department of Defence. The conditions of service dispensation applicable to Public Service employees and Defence Act Personnel. Collective employment in the Public Service and its statutory framework premised on the Constitution of the Republic of South Africa, and relating to the Defence Act, General Regulations, PFMA, LRA, EEA, PSA, PSR, BCEA, SDA, OHSA. Financial Management and administration in relation to the compilation and management of the Directorate Budget. Staff Management practices. Skills in: Strategic labour relations management, dispute prevention and resolution. Broad understanding of strategic Human Resource Management. Financial Management ability. Excellent representation skills and ability to represent the department on transverse labour relations matters. Possess a high level negotiation-, strategic negotiation-, research methodology-, project management-, liaison-, diplomatic-, facilitation- and interpersonal skills. Computer literate.  Personal attributes:  diplomatic, flexibility, ability to work under pressure and comply with tight deadlines.  Ability to relate to people at various levels.

DUTIES
:
Provision of a labour relations strategic advisory service to the Department of Defence, (this include Services, Divisions, Formations and Units). Formulate labour relations policies/frameworks. Monitor, evaluate and report labour relations strategic trends that affect the Department of Defence. Initiator of complex strategic labour relations projects form time to time. Financial Management and administration in relation to the compilation and management of the Directorate Budget and strategic business plan of the Directorate. Supervision: Operational planning and work organising of the section, performance management of staff. Train and develop staff. General management of staff within the sub-directorate. Financial Management of the Directorate will entails the compilation of the Directorate Strategic Business Plan, Budget, monitor and control expenditure thereof. 
ENQUIRIES
:
Ms A.E. Bellingan, Tel: (012) 355 5896.

POST 06/02
:
ASSISTANT DIRECTOR LABOUR RELATIONS POLICY AND RESEARCH



Chief Directorate HR Strategic Direction & Policy (Directorate Collective Mechanisms)



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

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate, recognized 3-Year Degree/Diploma (NQF L6) in Labour Relations and Labour Law with experience in broader experience in all matters pertaining to labour relations in the military environment. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Knowledge of: The South African labour relations regulatory framework for the Public Service, the Department of Defence, Grievance Dispute Resolution applicable to employees and members of the Department of Defence. The conditions of service dispensation applicable to Public Service employees and Defence Act Personnel. Collective employment matters in the Public Service and its statutory framework premised on the Constitution of the Republic of South Africa, and relating to the Defence Act, General Regulations, PFMA, LRA, EEA, PSA, PSR, BCEA, SDA, OHSA. Skills in: Strategic labour relations management, dispute prevention and resolution. Board understanding of strategic Human Resource Management. Ability to develop labour related policies. Excellent representation skills and ability to research contentious labour relations matters. Possess a high level negotiation-, research methodology-, and project management skills and ability to work under pressure and meet deadlines.  Personal attributes:  diplomatic, flexibility, ability to work under pressure and comply with tight deadlines.  Ability to relate to people at various levels. 

DUTIES
:
Provision of a labour relations strategic advisory service to the Department of Defence, (this include Services, Divisions, Formations and Units). Formulate and/or develop of labour relations policies/frameworks. Monitor, evaluate and report labour relations strategic trends that affect the Department of Defence. Initiator of strategic labour relations projects form time to time. 
ENQUIRIES
:
Ms A.E. Bellingan, Tel: (012) 355 5896.

APPLICATIONS
:
Department of Defence, Directorate Collective Mechnisms, Private Bag X137, Pretoria, 0001.

CLOSING DATE
:
29 February 2008, (Applications received after the closing date and faxed copies will not be considered)
POST 06/03
:
PERSONNEL PRACTITIONER (LABOUR RELATIONS TRANSVERSAL)



Chief Directorate HR Strategic Direction & Policy (Directorate Collective Mechanisms)



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

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate, recognized 3 year Degree/Diploma (or equivalent) qualification (NQF L6) in Labour Relations and/or Human Resources Management. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Knowledge of: Public Service and Department of Defence Labour Relations regulatory frameworks, Grievance and Dispute Resolution applicable to employees and members of the Department of Defence. Good understanding of Defence Act, General Regulations, PFMA, LRA, EEA, PSA, PSR, BCEA, SDA, OHSA. Skills in: Excellent planning and organising skills. Ability to work under pressure and willingness to work extended hours. Good written and verbal communication-, project management-, liaison- and facilitation skills, Computer literate 

DUTIES
:
Handle administrative matters with regard to Labour relations transversal matters, which entails the arranging of meetings and render support to the Assistant Director Labour Relations Research. Assist in the compilation of research reports. Prepare and submit submissions to the Director Collective Mechanisms. Ensure adherence to effective implementation of labour prescripts, Agreements, Acts, Regulations, guidelines, processes and procedures. Contribute to the promotion of sound collective bargaining in the Department. Develop policies on transverse labour relations matters. 

ENQUIRIES
:
Ms A.E. Bellingan, Tel: (012) 355 5896.

APPLICATIONS
:
Department of Defence, Directorate Collective Mechnisms, Private Bag X137, Pretoria, 0001.

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

POST 06/04
:
CLEANER II (8 X POSTS)
SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Ysterplaat.

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

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

ENQUIRIES
:
Col J.C.J. Butler, Tel: (021) 508 6101

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Ysterplaat, Private Bag X4, Ysterplaat, 7425

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

POST 06/05
:
GROUNDSMAN II (7 X POSTS)

SALARY
:
R43 245 per annum

CENTRE
:
SA Air Force, AFB Ysterplaat.

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

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

ENQUIRIES
:
Col J.C.J. Butler, Tel: (021) 508 6101

APPLICATIONS
:
Department of Defence, SA Air Force, AFB Ysterplaat, Private Bag X4, Ysterplaat, 7425

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

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism, Private Bag X 447, Pretoria, 0001

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

MANAGEMENT ECHELON

POST 06/06
:
DIRECTOR: ENFORCEMENT (AP14/2008)


Three Year Contract renewable based on performance

SALARY
:
Remuneration package of R540 429 per annum (including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An LLB or equivalent qualification. Designation as an Environmental Management Inspector (EMI) will be an advantage. At least 5 years’ experience in the strategic management of enforcement of legislation (experience in environmental enforcement will be an advantage). Experience in managing and responding to reports of non-compliance.  Experience in managing both administrative enforcement action (such as statutory directives and notices and High Court civil litigation) as well as complex criminal investigations and prosecutions (experience in environmental enforcement will be an advantage).  Knowledge of environmental law and regulatory requirements, particularly in relation to pollution, waste and environmental impact assessment legislation as applicable to industry and developments.  Knowledge of Administrative Law, Criminal Law, Criminal Procedure Law, Civil Procedure Law, and the Law of Evidence.  Knowledge of the integration of law and science.  Experience and skills in staff management and financial management. Networking and relationship-building skills and a commitment to cooperative governance within the context of the Environmental Management Inspectorate. Communication and writing skills, particularly the ability to write reports, affidavits, charge sheets, search warrants and related documents, and reports. Computer skills and excellent recordkeeping skills.  Presentation skills. Strategic and analytical thinking regarding environmental enforcement and regulation. Problem-solving and negotiation skills. Customer focus and responsiveness. When necessary, willingness to work long hours voluntarily on urgent matters. The person appointed to this position will be subjected to a security clearance, the signing of a performance agreement and an employment contract. The successful candidate will be subjected to a competency assessment test.

DUTIES
:
Ensuring the Department’s effective implementation of national pollution, waste and environmental impact assessment legislation through a strategic enforcement programme. Carrying out the function of an EMI by enforcing compliance with national pollution, waste and environmental impact assessment legislation and permits. Managing both criminal investigations and prosecutions, as well as administrative enforcement, in cases of alleged non-compliance with national pollution, waste and environmental impact assessment legislation and permits. Providing national leadership on the enforcement of national pollution, waste and environmental impact assessment legislation and permits. Promoting and building national environmental enforcement capacity through the Environmental Management Inspectorate through EMI Basic and Specialised Training, legislative development, formal communication and logistical support. Maintaining and building relationships with key stakeholders, including the South African Police Service, the National Prosecuting Authority and Justice College.

ENQUIRIES
:
Mr Sonnyboy Bapela 012 310 – 3098

FOR ATTENTION
:
Ms P Diphaha
CLOSING DATE
:
18 February 2008
OTHER POSTS

POST 06/07
:
DEPUTY DIRECTOR: CRIMINAL INVESTIGATIONS & PROSECUTIONS (AP2/2008)

SALARY
:
Flexible remuneration package of R369 000 per annum. The flexible portion of the package can be structured according to the individual’s personal needs
CENTRE
:
Pretoria
REQUIREMENTS
:
An LLB or Police Science Degree or equivalent qualification. Designation as an Environmental Management Inspector will be advantage. An extensive experience in commercial criminal and/or organized crime investigations and/or prosecutions (experience in environmental criminal investigations and/or prosecutions will be an added advantage). Experience in managing junior criminal investigators. Experience in liaising with and supporting SAPS investigating officers and particularly prosecutors. Experience in managing witnesses and informers. Knowledge of administrative law, criminal law, criminal procedure law, civil procedure law, and the law of evidence.  Basic knowledge of environmental law and regulatory requirements, particularly in relation to pollution and waste legislation.  Knowledge of the integration of law and science. Excellent communication and writing skills, particularly the ability to draft affidavits, charge sheets, search warrants and related documents, and reports.  Computer skills and excellent recordkeeping skills. Strategic and analytical thinking regarding criminal environmental enforcement. Problem-solving and negotiation skills. Customer focus and responsiveness. When necessary, willingness to work long hours voluntarily on urgent matters  

DUTIES
:
Ensuring the Department’s effective implementation of national pollution, waste and environmental impact assessment legislation through the criminal investigation and successful prosecution of offenders. Carrying out the function of an environmental management inspector (EMI) by monitoring and enforcing compliance with national pollution, waste and environmental impact assessment legislation and permits. Managing criminal investigations into reports of alleged non-compliance with national pollution, waste and environmental impact assessment legislation and permits, including liaison with the South African Police Services. Managing and supporting the criminal prosecution of offenders, including liaison with the National Prosecuting Authority and prosecutors. Maintaining a database of all criminal investigations conducted by the Directorate. Promoting and building national environmental criminal enforcement capacity through the Environmental Management Inspectorate through hands-on support to EMIs in provinces and municipalities and training, and through networking and relationship-building with key government stakeholders. Managing the work of four assistant-directors.
ENQUIRIES
:
Ms M Fourie, Tel:  (012) 310-3583
FOR ATTENTION
:
Ms K Selemela, Fax: 012 320-2130 

CLOSING DATE
:
25 February 2008
POST 06/08
:
DEPUTY DIRECTOR: CRIMINAL INVESTIGATIONS & PROSECUTIONS (AP2/2008)

SALARY
:
Flexible remuneration package of R369 000 per annum. The flexible portion of the package can be structured according to the individual’s personal needs
CENTRE
:
Pretoria

REQUIREMENTS
:
An LLB or Police Science Degree or equivalent qualification. Designation as an Environmental Management Inspector will be advantage. An extensive experience in commercial criminal and/or organized crime investigations and/or prosecutions (experience in environmental criminal investigations and/or prosecutions will be an added advantage). Experience in managing junior criminal investigators. Experience in liaising with and supporting SAPS investigating officers and particularly prosecutors. Experience in managing witnesses and informers. Knowledge of administrative law, criminal law, criminal procedure law, civil procedure law, and the law of evidence.  Basic knowledge of environmental law and regulatory requirements, particularly in relation to pollution and waste legislation.  Knowledge of the integration of law and science. Excellent communication and writing skills, particularly the ability to draft affidavits, charge sheets, search warrants and related documents, and reports.  Computer skills and excellent recordkeeping skills. Strategic and analytical thinking regarding criminal environmental enforcement. Problem-solving and negotiation skills. Customer focus and responsiveness. When necessary, willingness to work long hours voluntarily on urgent matters  

DUTIES
:
Ensuring the Department’s effective implementation of national pollution, waste and environmental impact assessment legislation through the criminal investigation and successful prosecution of offenders. Carrying out the function of an environmental management inspector (EMI) by monitoring and enforcing compliance with national pollution, waste and environmental impact assessment legislation and permits. Managing criminal investigations into reports of alleged non-compliance with national pollution, waste and environmental impact assessment legislation and permits, including liaison with the South African Police Services. Managing and supporting the criminal prosecution of offenders, including liaison with the National Prosecuting Authority and prosecutors. Maintaining a database of all criminal investigations conducted by the Directorate. Promoting and building national environmental criminal enforcement capacity through the Environmental Management Inspectorate through hands-on support to EMIs in provinces and municipalities and training, and through networking and relationship-building with key government stakeholders. Managing the work of four assistant-directors.
ENQUIRIES
:
Ms M Fourie Tel:  (012) 310-3583

FOR ATTENTION
:
Ms K Selemela Fax: 012 320-2130 

CLOSING DATE
:
18 February 2008
POST 06/09
:
DEPUTY DIRECTOR: RESOURCE ECONOMICS (AP16/2008)
SALARY
:
Flexible remuneration package of R369 000 per annum. The flexible portion of the package can be structured according to the individual’s personal needs.
CENTRE
:
Pretoria
REQUIREMENTS
:
A tertiary qualification in Resource Economics, Natural Resource Management, and Environmental Sciences or related fields. Sufficient appropriate experience in the coordination and implementation of national legislation, International Conventions, Treaties and Protocols with emphasis on the Convention on Biological Diversity and the promotion of sustainable use of natural resources. Experience in and knowledge of the development of policy and legislation, with specific reference to environmental legislation. Skills required in this position: strong interpersonal skills; presentation skills; planning and organisational skills; financial planning; project management; ability to interact professionally with a wide range of stakeholders; good verbal and written communication skills; and an ability to write and interpret technical reports. Possession of a driver’s licence will be an added advantage as the job entails considerable travel. The job description will be subject to review due an impending restructuring. Females are encouraged to apply. 
DUTIES
:
Develop and facilitate the implementation of the National Environmental Management: Biodiversity Act (NEMBA), regulations, guidelines, norms and standards relating to Bio-prospecting, Access and Benefit Sharing (ABS); including providing support to Alien and Invasive Species (AIS); Threatened or Protected Species (TOPS) regulations. Provide specialist advice and guidance on issues relating to bio-prospecting, access and benefit-sharing, with specific reference to material transfer agreements and benefit-sharing agreements. Provide guidance on the use of economic instruments in the management of natural resources and biodiversity conservation. Provide advice on the economic sustainability of the relevant DEAT Community Based Natural Resource Management (CBNRM) programmes/projects funded under the Expanded Public Works Programme (EPWP). Facilitate the implementation of relevant provisions of International Conventions relating to ABS including reporting, stakeholder liaison and management of the Resource Economics Sub-Directorate

ENQUIRIES
:
Mr Muleso Kharika Tel: 012 310-3451
FOR ATTENTION
:
Mr B Mthombeni

CLOSING DATE
:
25 February 2008
POST 06/10
:
POLICY ANALYST: INTERNATIONAL SUSTAINABLE DEVELOPMENT COOPERATION REFERENCE NUMBER: AP 504/2008


Component: Specialist Unit: International Cooperation

SALARY
:
R369 000 (All Inclusive Remuneration Package)
CENTRE
:
Pretoria
REQUIREMENTS
:
Tertiary qualification in an appropriate field related to this position (e.g. Environmental management, sustainable development, etc); extensive experience relevant to the field; Broad understanding and knowledge of environment and development issues (globally, regionally and locally); Ability to conduct research, gather and analyze information and draft documents, develop policies, work in teams; control budget; Operation of specific computer software packages; Analytical thinking skills; Creativity; Ability to work under pressure; excellent communication skills (written and spoken).

DUTIES
:
The person who will be appointed in this post will conduct research and prepare policy discussion documents, project proposals and implementation reports.  In addition, the person will be required to facilitate stakeholder consultations and lobbying necessary for the formulation of negotiating positions and reporting on international sustainable development programmes of the Department of Environmental Affairs and Tourism. The person would be required to: Research and prepare policy and discussion documents to inform South African negotiating positions for international sustainable development in the relevant multi-lateral institutions, organizations, forums and partnerships Research and prepare policy and discussion documents for stakeholder consultation to inform South African foreign policy on international sustainable development issues and the integration of these into the cluster priorities and work programmes Provide secretariat support for and represent the Department at the planning, preparatory, negotiating delegation, implementation and monitoring and evaluation meetings related to South Africa’s engagement in international sustainable development issues Facilitate arrangements for and conduct research to inform stakeholder consultation in the formulation, ongoing review of South African international sustainable development  national implementation strategies and action plans Provide and facilitate arrangements for the implementation, monitoring, evaluation on implementation of sustainable development programmes and compile reports thereon Provide support to the delegation attending the negotiations Report back to stakeholders on the outcomes of negotiations and implications thereof

ENQUIRIES
:
Ms. Vinny Pillay (012 310 3201)

FOR ATTENTION
:
Mr Thato Koena

CLOSING DATE
:
19 February 2008

POST 06/11
:
2 X ASSISTANT DIRECTOR: THERMAL WASTE DISPOSAL MANAGEMENT (AP8/2008)

SALARY
:
R 196 815 (Total salary package of R 269 042p.a./conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor's Degree or an equivalent qualification in natural, engineering or environmental sciences.  The incumbent must have an appropriate working experience in the field of pollution and waste management. S/he must have specific knowledge on incineration or health care risk waste management. S/he must have an understanding of the policy and legislative framework governing pollution and waste management and experience in project management.Skills required: Technical ability in the field of thermal technologies and / or health care risk waste management. Negotiation skills, good interpersonal relations, well-developed communication skills, and excellent project management skills. The incumbent must be able to work independently and efficiently under pressure.
DUTIES
:
To assist in the identification of policy and regulatory interventions for the sound environmental management through thermal treatments.  To investigate environmentally sound treatment methods for hazardous waste specifically health care risk waste and general waste.  To provide technical input to legislation and policy development, environmental impact assessment, capacity building, authorisation and regulatory processes related to thermal waste technologies with specific emphasis on hazardous waste and health care risk waste. To support the development and administration of voluntary agreements with industry aimed at improving thermal waste treatments technologies and to investigate mechanisms for the safe treatment of wastes through these technologies. To support the development of feasibility plans for the proper management of hazardous and general waste through thermal treatment technologies and to ensure that these treatments technologies meets international standards.  To investigate mechanisms to ensure compliance of thermal treatment technologies with legislative and permit requirement and to disseminate information on thermal waste management.
ENQUIRIES
:
Ms Dee Fischer Tel:  (012) 310-3857

FOR ATTENTION
:
Ms P Diphaha, Fax: 012 322-2682 

CLOSING DATE
:
25 February 2008
POST 06/12
:
2 X ASSISTANT DIRECTOR: HAZARDOUS WASTE MANAGEMENT (AP6/2008)

SALARY
:
R 196 815 (Total salary package of R 269 042 p.a./conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor's Degree or an equivalent qualification in natural, engineering or environmental sciences.  The incumbent must have an appropriate working experience in the field of hazardous waste management. S/he must have an understanding of the policy and legislative framework governing hazardous waste management.  Experience in project management and/or knowledge of the international framework governing hazardous waste management will be an added advantage. Skills required: Negotiation skills, good interpersonal relations, well-developed communication skills, and excellent project management skills.  The incumbent must be able to work independently and efficiently under pressure.

DUTIES
:
To assist in the identification of policy and regulatory interventions for the sound environmental management of hazardous waste streams.  To support the development of a classification system for hazardous waste.  To assist in the development of initiatives for the prevention and minimisation of priority hazardous waste streams, including recycling and re-use.  To provide technical input to legislation and policy development, environmental impact assessment, capacity building, authorisation and regulatory processes related to hazardous waste management. To support the development and administration of voluntary agreements with industry aimed at reducing releases of priority hazardous waste streams into the environment.  To investigate mechanisms for the safe collection, transportation, treatment and disposal of hazardous waste.  To provide technical input to international processes on hazardous waste management.  To support the development of plans for the proper management of hazardous waste and for meeting South Africa's obligations with respect to Multilateral Environmental Agreements on hazardous waste management.  To investigate mechanisms for improved hazardous waste management.  To identify hazardous waste information requirements for the waste information system.  To disseminate information on hazardous waste and, in particular, to promote awareness of the dangers of hazardous waste.
ENQUIRIES
:
Ms Nomphelo Daniel Tel: (012) 310 3904

FOR ATTENTION
:
Mr B Mthombeni

CLOSING DATE
:
25 February 2008

POST 06/13
:
ASSISTANT DIRECTOR: POLICY AND LEGISLATION (AP202/2007)
SALARY
:
R196 815 per annum (Total package R269 042 of per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s degree in law or equivalent and appropriate experience and knowledge in the fields of law and environmental management. The post requires and independent worker and thinker and the ability to take initiative. The incumbent must have computer skills (word and PowerPoint specifically); excellent communication skills, both verbal and written; the ability to work under pressure, in a team and with a variety of professionals and the public. The post further requires the ability to interpret and analyse legislation, planning and organising skills and financial and management skills.

DUTIES
:
The incumbent will interpret and implement legislation pertaining to environment impact assessment (EIA) with specific emphasis on the National Environmental Management Act, the Environmental Conservation Act and regulations promulgated in terms thereof. Review, comment and advise on legislation and policies with implications for environmental impact management. Scrutiny of legal opinions and case law will be required and will inform interpretation and implementation duties. Liason with provincial environmental departments will be required on a regular basis. Responses to all correspondence and enquiries pertaining to legal matters must be prepared. Participation in the development towards self-regulation of selected industries and the development of criteria for fines, fees and penalties in terms of relevant legislation.

ENQUIRIES
:
Ms Amanda  Britz Telephone (012 310 – 3485)
FOR ATTENTION
:
Ms K Selemela
CLOSING DATE
:
25 February 2008
POST 06/14
:
ASSISTANT DIRECTOR: SECRETARIATE SERVICES (ENVIRONMENT)



Chief Directorate: Business Performance: Office of The Chief Operating Officer (Ap 501/2008)
SALARY
:
R157 686 p.a (All inclusive total packaged of R221 566 p.a)

CENTRE
:
Pretoria

REQUIREMENTS
:
A minimum 3 year degree or equivalent in one of the following Governance and Administration or Natural Resources, A senior degree will be an added advantage. In addition, credible relevant and appropriate experience will be considered. The following Key areas of functions are recommended: knowledge and application of relevant environmental policies and legislation across the environmental sector is crucial. General understanding of the principles of cooperative governance and Chapter 3 of NEMA: The Ability to deal with stakeholder relations, Project management skill, and ability to co-ordinate meetings, taking minutes and making relevant logistical arrangement for the meetings will be required. A team player that can work under pressure with good communication skills, organizing skills are required.  In addition, computer literacy skills and the ability to write reports and submissions will be required for this post.

DUTIES
:
Assistant Director will be responsible for managing and co-coordinating the MINTECH and MINMECs. This includes compiling an agenda making copies of key documents for meeting; Ensure the strategic functioning of the MINMEC and MINTECH through links with relevant external departments and provinces that promotes cooperative environmental governance. Liaise with various spheres of government and engage other relevant stakeholders strategically and effectively on issues for the meetings. Liaise with all the Public Entities. Managing and coordinating internal meetings between the Minister and Management

ENQUIRIES
:
Mr Lebohang Mphuthi, tel. 012-310-3866

FOR ATTENTION
:
Mr Thato Koena

CLOSING DATE
:
16 February 2008
POST 06/15
:
SENIOR HUMAN RESOURCE PRACTITIONER: RECRUITMENT, SELECTION AND APPOINTMENTS (AP11/2008)


Directorate: Human Resource Management
SALARY
:
R132 054 (Total package of R190 466 p.a)
CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate tertiary qualification in Human Resources Management and/ or equivalent qualification plus relevant experience in HRM field. Knowledge of the recruitment and selection process, knowledge of and the ability to interpret directives on HR matters, knowledge and skills in formulating and writing reports.  The ability to plan and organise the activities of the division. A good understanding and functional knowledge of the Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and Employment Equity Act. Experience in the use of Persal System. In addition to the above, the successful candidate must have good communication skills, good organising and planning skills, analytical thinking, innovation, creative and he/ she must be computer literate and be able to work under pressure.

DUTIES
:
The successful candidate will be required to perform the following functions: Support effective Recruitment, Selection and Appointment of competent human resources in the Department through policy development and the implementation of such policy in the Recruitment, Selection and Appointment processes. Develop, refine and maintain databases, Reports and Surveys on Recruitment, Selection and Appointments. Assist and support the Departmental retention strategy through the orientation of new employees and implementation of the Departmental retention policy.  
ENQUIRIES
:
Ms O Legodi, Tel: (012) 310 3024
FOR ATTENTION
:
Mr G Ntshane, Fax  012 320 2130

CLOSING DATE
:
18 February 2008
POST 06/16
:
HUMAN RESOURCE PRACTITIONER: RECRUITMENT, SELECTION AND APPOINTMENTS (AP13/2008)



Directorate: Human Resource Management

SALARY
:
R 106 335 (Total package of R159 260 p.a)
CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 certificate qualification plus extensive experience in Human Resources Management, with specific reference to recruitment and selection; a relevant three year tertiary qualification in Human Resource Management will serve as an added advantage; Good interpersonal skills; Good writing skills; Costumer oriented; ability to interpret and apply policies related to Human Resources management, computer literate and knowledge of the PERSAL system.
DUTIES
:
The successful candidate will be required to perform the following functions: Assist with the recruitment, selection and appointments of competent human resources in the department. Capture applications of employment for submission to Line Managers; Process PERSAL transactions in relation to recruitment; Attend short list and interview meetings and advise manager on recruitment and selection processes, Assist the team with the provision of relevant statistics and reports; Provide administration and logistical assistant during orientation meeting for new employees and implementation of the Departmental retention policy.  
ENQUIRIES
:
Ms O Legodi, Tel: (012) 310 3024
FOR ATTENTION
:
Mr V Blose, FAX, 012 320 2130

CLOSING DATE
:
18 February 2008
POST 06/17
:
OFFICE ADMINISTRATOR I: (AP 502/2008)



Directorate: Coordination and Administration: Office Of The Chief Operating Officer 
SALARY
:
R85 362 p.a (All inclusive total packaged of R133 813 p.a)

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 Certificate and secretarial diploma or equivalent qualification plus appropriate experience. Sound interpersonal skills, computer literacy, sound planning and organizational skills, good verbal and written communication skills, and administrative abilities. Ability to work long hours and under pressure.
DUTIES
:
Overall management of the Office of the Director: COO Support. Scheduling of appointments and receiving clients. Managing correspondence. Making travelling arrangements and preparing travelling and subsistence claims. Maintaining liaison with clients. Rendering logistical services for meetings, conferences, workshops etc. Assist Director with personal tasks within agreed framework. Financial Administration.

ENQUIRIES
:
Ms M Pelle (012) 310 3017

FOR ATTENTION
:
Mr Thato Koena

CLOSING DATE
:
16 February 2008

POST 06/18
:
SENIOR HUMAN RESOURCE OFFICER: RECRUITMENT, SELECTION AND APPOINTMENTS (AP15/2008)



Directorate: Human Resource Management

SALARY
:
R 85 362 (Total package of R133 813 p.a)
CENTRE
:
Pretoria
REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification plus relevant experience in human resource practices with specific reference to Recruitment, Selection and Appointments. A relevant three year tertiary qualification in Human Resource Management will serve as added advantage .Good knowledge of procedures regarding the establishment. A good understanding and functional knowledge of the Public Service Act, Public Service Regulations, Basic Conditions of Employment Act and Employment Equity Act. Knowledge of Persal. Computer literacy, Good communication, organisational and interpersonal skills. Ability to work under pressure
DUTIES
:
The successful candidate will be responsible for the effective management of human resource practices. Personnel administrative functions, including: Recruitment and Selection, appointments, transfers, promotions and statistics. Responsible for the sorting, recording and scheduling of applications received for advertised posts. Prepare scheduled bundles and binding applications. Sorting and archiving of closed advertised posts. Render a high level of service delivery to line Management.
ENQUIRIES
:
Ms A Mnisi, Tel: (012) 310 3908
FOR ATTENTION
:
Mr V Blose, FAX, 012 320 2130

CLOSING DATE
:
18 February 2008
POST 06/19
:
Office Administrator I: (SECRETARY TO THE DIRECTOR: LITIGATION POLICY AND LAW REFORM (AP19/2008)

SALARY
:
R85 362 per annum (Total package of R133 813 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants should be in possession of a grade 12 certificate or Office Administration Diploma or equivalent qualification. Good interpersonal, communication, and organising skills, computer literacy with knowledge of MS Excel, MS Power-point, MS Word, Group Wise and Internet and good administration, diary management, mail and telephone screening skills will be an advantage.  Good typing skills and the ability to compile submissions, reports and line function documents are also essential to this post. ( The incumbent should have sound understanding of office procedures and have the ability to work without supervision.  The candidate will work irregular hours.  Willingness to work after hours when necessary and ability to perform under pressure will be an added advantage. 

DUTIES
:
The candidate will be responsible for overall management of the office of the Director: Litigation Policy and Law Reform. Render an office admin support to the Director which entails:( Diary and document management ( Prepare correspondence submissions and consolidation reports ( Traveling and accommodation arrangements; compiling and submitting claims; ( Filing; ( Compiling presentations, reports, submissions and typing documents; ( Organising meetings and logistical arrangements for the Director; ( Assisting stakeholders with queries and dissemination of information; ( Procurement of goods and services for the office  ( Assist in consolidating budget input for the office ( Taking minutes of meetings; performing any other office administration related activities  ( Assisting the manager with personal tasks and other office admin responsibilities

ENQUIRIES
:
Ms L Garlipp (012) 310 3874

FOR ATTENTION
:
Mr V Blose, Fax Number: (012) 322 2682

CLOSING DATE
:
25 February 2008

POST 06/20
:
OFFICE ADMINISTRATOR I: (SECRETARY TO THE DIRECTOR: ADMINISTRATION AND CO-ORDINATION) (AP200/2007)
SALARY
:
R85 362 p. a (Total package of R133 813 p.a-conditions apply) 

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 certificate plus relevant experience in Office Administration.  A relevant post matric qualification in office/public administration will serve as an additional advantage;  Sound interpersonal skills, computer literacy; sound planning and organizational skills, good verbal and written communication skills, and administrative abilities. Ability to work under pressure and long hours when necessary.

DUTIES
:
The successful candidate will be responsible for the overall management of the office of the Director: Administration and Co-Ordination. The candidate will perform the following functions: ●Manage the diary of the Director and liaise with clients on matters related to the directorate ●Candidate will be required to perform administration responsibilities and ensure all relevant logistical arrangements are in place for purposes of enabling the Director to perform his/her functions ●Manage all electronic and paper correspondence flowing in and out of the office and draft all official documentation relating to the Key Performance areas of the Director such as Minutes, Submissions, Agenda’s, Reports, Claims and Advances, tender documentation. ●Oversee the processing of the Directorate’s procurement/ maintenance/ quotes and orders on Logis ●Assist in the coordination of directorate’s projects and functions ●Assist in the compilation of the Directorate’s budget ●Ensure proper record keeping and filing of matters concerned with Directorate

ENQUIRIES
:
Dr Ranjini Pillay Tel:  (012) 310-3316

FOR ATTENTION
:
Mr B Mthombeni
CLOSING DATE
:
25 February 2008
POST 06/21
:
OFFICE ADMINISTRATOR: (AP 503/2008)



Chief Directorate: Business Performance: Directorate: Strategic Management 
SALARY
:
R85 362 per annum (Total package of R133 813 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a senior certificate or equivalent Certificate and relevant experience. Working experience in an office administration or secretarial support environment is essential. Experience in a financial environment and knowledge of administration systems is an advantage. Computer literacy as well as MS Office is essential. The successful candidate must have the following skills: good interpersonal, communication, numerical, planning and organizational.

DUTIES
:
The successful applicant will be responsible for the following aspects: Render secretarial service to the Director which entails: Manage the office diary, manage correspondence by receiving and distributing documents, typing documents, compiling and submitting claims for approval, liaise with stakeholders with regards to queries and dissemination of information, making logistical arrangements for meetings and workshops, manage the office budget, procurement of goods and services for the office, make travel arrangements and performing any other office administration related activities, manage the filing system of the Director’s office as well as assisting the Director with personal tasks within the agreed framework between the Manager and Official.

ENQUIRIES
:
Ms S Letlape (012) 310-3505
FOR ATTENTION
:
Mr Thato Koena

CLOSING DATE
:
22 February 2008
POST 06/22
:
LOGISTICAL CLERK (MESSENGER) REF: (AP21 /2008)
SALARY
:
R58 290 p.a 

CENTRE
:
Pretoria
REQUIREMENTS
:
A minimum of level 2 and above of the ABET programme. Appropriate experience in logistical related duties, Computer literacy, Ability to record large variety of official documents. Good communication skills (verbal and written), Good interpersonal skills, accuracy and concentration will serve as a recommendation.
DUTIES
:
To render administration support and messenger services to the Department. ( Keep control system on the movement of files, putting of post adverts on notice boards, filing of returned files. ( Deliver requested files in the Department. ( Send and receive faxes and sealing and sending of letters and circulars. 

ENQUIRIES
:
Ms D Bapela Tel: 310- 3579

FOR ATTENTION
:
Mr B Blose, Fax Number: (012) 320 2130
CLOSING DATE
:
18 February 2008
ANNEXURE C
DEPARTMENT OF HEALTH

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

APPLICATIONS
:
Direct your application quoting the above relevant reference number to : The Director-General, Department of Health, Private Bag X828, Pretoria,  0001,  Hand delivered applications may be submitted at Reception (Application Box), Hallmark Building, Proes Street between Andries and Paul Kruger Streets. No faxed applications will be considered

FOR ATTENTION
:
Mrs Elsabe Visser.

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

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

MANAGEMENT ECHELON

POST 06/23
:
DIRECTOR: LEGAL SERVICES



Cluster: Legal Services

SALARY
:
An all inclusive remuneration package of R540 429 per annum including choice of basic salary between 60% of package, State’s contribution to the Government Employee Pension Fund (15% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the guidelines of the Senior Management Service.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised four-year law degree or equivalent qualification. Knowledge and a thorough understanding of South African Health Law and the relevant regulatory framework. Experience in health policy research development. Practical experience in legislative drafting as well as experience in the drafting of legal documents such as contracts, bills and regulations. Good interpersonal relations, computer literacy and the ability to work under pressure. Good communication skills (written and verbal). Experience in health legislation will be an added advantage. A valid code 08 (Code B) driver’s licence

DUTIES
:
*The successful candidate will be responsible for drafting legislation and regulations for the Department of Health as well as for consultation with various stakeholders *He/she will also conduct research into various legal health related issues and do written legal opinions on various matters of interest to the Department.

ENQUIRIES
:
Ms T Sedibawa tel (012) 312 0896/0735/0613/0611

POST 06/24
:
LEGISLATIVE DRAFTER AND RESEARCHER

SALARY
:
An all inclusive remuneration package of R540 429 per annum including choice of basic salary between 60% of package, State’s contribution to the Government Employee Pension Fund (15% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the guidelines of the Senior Management Service.

CENTRE
:
Cluster: Legal Services, Pretoria.  

REQUIREMENTS
:
An appropriate recognised four-year law degree or equivalent qualification. Practical experience in legislative drafting. Knowledge and understanding of South African Health Law and the relevant regulatory framework. Experience in health policy research and development. Practical experience in the drafting of legal documents such as contracts, bills and regulations and legal opinions. Good interpersonal relations, computer literacy and the ability to work under pressure. Good communication skills (written and verbal). Experience in health legislation will be an added advantage. A valid code 08 (Code B) driver’s licence

DUTIES
:
*The successful candidate will be responsible for drafting legislation and regulations for the Department of Health as well as for consultation with various stakeholders *He/she will also conduct research into various legal health related issues and do written legal opinions on various matters of interest to the Department.

ENQUIRIES
:
Ms T Sedibawa  tel.  (012) 312 0613.

OTHER POSTS

POST 06/25
:
SENIOR INTERNAL AUDITOR (2 POSTS)


Office of the Director-General. Directorate: Internal Audit


(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service in terms of the Public Service Act, 1994 will not be considered for the post). 

SALARY
:
R132 054 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*A three year Bachelor’s degree or equivalent qualification in commerce, economics science, accounting, public administration and project management *Two (2) to three (3) years internal auditing/external audit experience *Knowledge of accounting, auditing, service delivery concepts, techniques, terminology and procedures used in the department, government policies and regulations and Standards of Institute of Internal auditors *Knowledge of audit computer language (ACL) programme, Teammate will be an added advantage *Computer literacy  *Good communication skills (written and verbal) *Good planning, organising and analytical skills *Good negotiation and problem solving/conflict management skills *Good management and supervisory skills *Ability to gather relevant information through interviews and analytical review of documents *Must be prepared to travel, work irregular hours and under pressure *A valid Code 08 (Code B) driver’s licence will be an added advantage

DUTIES
:
*Timely and accurate completion of compliance/ performance audits as per annual plan *Implement audit coverage plans linked to identified risks *Guide and supervise audit team on audit assignments to ensure that objectives are attained *Ensure that audit work conforms the IIA Standards and other guidelines/procedures set by the department *Review audit working papers/audit evidence and audit work performed, ensuring that objectives of audit are met *Implement training schedule for team members twice in a year *Implement training programme *Ensure that project appraisal forms are completed for all team members *Promote and improve the image of the Internal Audit Unit by submitting Client Satisfaction questionnaires to the Auditees when/after the final report is issued so that completed questionnaires can be evaluated for service delivery improvement *Assist Audit Supervisor with the drafting of summary audit reports to management and audit committee or other stakeholders *Display alertness/awareness to red flags of fraud or opportunities such as control weakness, that could allow fraud, corruption and other irregularities to be perpetrated *Ensure proper use of relevant audit software to accomplish the objectives of the audit e.g. ACL *Conduct follow-up audits on all previous compliance and/or performance audit projects and management consulting-assignments to determine the adequacy, effectiveness and timeliness of actions taken by the clients on the reported audit findings. 

ENQUIRIES
:
Mr M M Komape at tel  (012)312-0592 

POST 06/26
:
ADMINISTRATIVE OFFICER



Cluster: Pharmaceutical Policy and Planning. Directorate: Access to Affordable Medicines


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

SALARY
:
R 106 335 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*An appropriate three-year Bachelor’s degree or National Diploma or equivalent qualification *At least two years administration experience in the Public Service *Knowledge and experience in general office administration and meeting procedures *Knowledge of provisioning administration *Logistical experience *Computer literacy (MSWord, Excel and Access) *Supervisory skills *Good communication skills (written and verbal) *Good planning and organisational skills. 

DUTIES
:
*Supervision of staff regarding the initial processes for the licensing of pharmacies and dispensers *Handle incoming applications for licences *Verify documents for correctness as required *Answer telephone enquiries and handle problematic enquiries regarding licences *Assess information received and supervise feedback *Filing and related activities *Interpretation of data and correct allocation of relevant information *Performance Assessments of sub-ordinates *Handling of fees received *Liaise with finance section *Draft submissions, letters and memoranda *Secretarial functions for meetings,

ENQUIRIES
:
Ms H Nieuwoudt at tel no (012) 312-0378

POST 06/27
:
ADMINISTRATIVE OFFICER


Cluster: Maternal, Child and Women’s Health and Nutrition. Directorate: Child and Youth Health. Sub-directorate: Comprehensive HIV and AIDS Care, Management, Treatment and Support (CCMTS) Plan


(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service in terms of the Public Service Act, 1994 will not be considered for the post).
SALARY
:
R106 335 per annum (plus competitive benefits)

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

DUTIES
:
*Provide administrative support to the Sub-directorate: Comprehensive HIV and AIDS Care, Management, Treatment and Support Plan *Draft, edit and monitor submissions to the Minister, Director-General, Deputy Director-General, Cluster Manager and Director *Compile and manage the budget of the sub-directorate *Capture, purchase and invoice equipment and services rendered on the LOGIS system *Prepare travel advances as well as subsistence claims and make travel and accommodation arrangements *Manage documents, trace submissions, keep track of all incoming and outgoing work and ensure that deadlines are met *Maintain a good filing system *Arrange meetings/ workshops/conferences/seminars and prepare and distribute information and handouts *Take and distribute minutes for internal and external meetings/ workshops/conferences/seminars *Prepare and manage leave plan and training rooster for the sub-directorate *Purchase and maintenance of computer equipment and furniture.

ENQUIRIES
:
Ms D R Mohlabi at tel (012) 312-0199. 

ANNEXURE D
DEPARTMENT OF HOUSING
The Department of Housing is an equal opportunity, affirmative action employer. It is our intention to promote representivity (race, gender & disability). The candidature of persons whose transfer/promotion/appointment will promote representivity will receive preference.

CLOSING DATE
:
22 February 2008 (No late applications will be accepted)
MANAGEMENT ECHELON

POST 06/28
:
CHIEF DIRECTOR: HOUSING EQUITY (OFFICE OF DISCLOSURE) REF NO: DOH/27/2008



Chief Directorate: Housing Equity (Office of Disclosure)
SALARY
:
An inclusive remuneration package of R 635 874 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of an appropriate recognised Bachelor’s degree or equivalent qualification augmented by extensive management background. The following will serve as recommendations: ( Proven management ability and attributes of dynamic leadership skills ( Well developed interpersonal relationships ( Proven negotiation skills ( Well developed co-ordination skills ( Knowledge and/or experience of the housing environment ( Knowledge of budget planning and control ( Demonstrable knowledge and experience in the financial industry will play a key role in the engagements in the financial services charter processes regarding low income housing. The successful candidate will be required to establish an administrative support unit to perform the duties and responsibilities of the, to established Office of Disclosure that must promote equity in terms of the Home Loan and Mortgage Disclosure Act, (Act 63 of 2000) and creating a conducive environment in terms of the Charter.

DUTIES
:
To ensure that financial institutions comply with the Act and the provisions of item 4 of the Schedule to the Promotion of Equality and Prevention of Unfair Discrimination Act, 2000 (Act no 4 of 2000). advise the Minister on the format, content and timing of disclosure by financial institutions in terms of the requirements of this Act, may require financial institutions to substantiate information disclosed in terms of this Act where reasonable doubt may exist whether or not the information disclosed is fully accurate or comprehensive, investigate and institute proceedings to verify the validity of information disclosed by a financial institution, resolve public comments and complaints on financial institutions relating to home loans, identifying any possible discriminatory lending patterns and practices, report to the Minister annually in respect of its work during the preceding year, make recommendations to the Minister on any matter falling within the scope of the Act. Monitor programmes of the Financial Sector, research and monitor the trends and patterns on housing finance and investments. Monitor Charter processes; promote housing finance equity and compliance of the financial institutions in terms of the Charter commitments. Monitor the availability and the effectiveness of housing finance products and their impact on delivery of housing. Manage the process regarding the FSC engagements.

ENQUIRIES
:
Mr M Dlabantu, Telephone: (012) 421-1605

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

OTHER POSTS

POST 06/29
:
DEPUTY DIRECTOR: ORGANISATIONAL PERFORMANCE MONITORING REF: DOH/21/2008
SALARY
:
R311 358 (All-inclusive salary package per annum)

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons with an appropriate recognised Bachelor’s degree requiring a minimum of three years or equivalent qualification PLUS sufficient Management experience in the field of strategic planning, implementation and control. Knowledge of risk management will be an added advantage. At least five years management experience. Knowledge and understanding of the relevant Public Service legislative framework. Competencies needed: Broad knowledge of Government development objectives; Proven leadership research and organizing skills; Advanced strategic planning/ management skills; Proven project/ management, problem solving and analytical skills; High level negotiation, presentation and facilitation skills; Good communication, coordination and liaison skills (verbal and written) Strategic capability, financial management and interpersonal skills; Client orientation and customer focus skills; Extensive computer knowledge and experience; and Ability to work under pressure and meet deadlines.

DUTIES
:
Coordinating the development and implementation of strategies, tools and frameworks to monitor and evaluate the effective performance of the various branches. Monitor branch service delivery and the execution of the business/ operational plans in relations to the department strategic plan. Analyse departmental reports, which reflects progress of the department with regard to the implementation of departmental strategic plans and submit branch performance evaluation reports for consideration by the Accounting Officer. Facilitate the branch quarterly performance reviews sessions.

ENQUIRIES
:
Mr M Moerane (012) 421-1363

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax: 0865186538

POST 06/30
:
DEPUTY DIRECTOR: MONITORING REFERENCE NO: DOH/33/2008


Chief Directorate: Monitoring and Evaluation

SALARY
:
R311 358 Per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are awaited from persons who are in possession of a three year degree or equivalent qualification in Social  Sciences/ Statistics/ Demography and extensive monitoring experience. Strong strategic capability and leadership, good Interpersonal, financial and people management skills. Knowledge of Monitoring and Evaluation system and processes. A valid drivers’ license. Information management skills Knowledge of statistical analysis packages SPSS, SAS etc. Advanced knowledge of Excel package Programme evaluation, database management, research and strong report writing skills as well as knowledge of Government’s housing policies and programmes.

DUTIES
:
Monitoring of the planning, implementation and performance of National Housing Policies and Programmes against set targets and approved guidelines Implementing the monitoring strategy; Monitoring of service delivery processes against set principles; Monitoring of occupancy audits; Tracking of construction processes against set norms and standards

ENQUIRIES
:
Ms M Van den Berg, Tel: 012 421 1711

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

POST 06/31
:
DEPUTY DIRECTOR: YOUTH IN HOUSING MOBILISATION REF NO: DOH/25/2008


Chief Directorate: Stakeholder Management

SALARY
:
An all inclusive salary package of R311 358 All inclusive salary package per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors degree or equivalent qualification in The Social Sciences or Business management. A valid code 8 Driver ’s license. Policy development and analysis skills; Strategy planning and campaign implementation; Project management skills; Sound interpersonal and diversity management skills;  excellent communication (written/verbal) and presentation skills, Monitoring and evaluation skills, Stress management, liaison and coordination and business management skills.
DUTIES
:
Plan, Implementation and support youth in housing programme; Support and mobilise towards the implementation of provincial youth in housing programmes; Provide input on youth service, empowerment and development at forums; Coordinate, support and promote initiatives and activities aimed at increasing the participation of youth in the housing sector. Develop and maintain appropriate frameworks and programmes on youth participation in the housing delivery value-chain.   
ENQUIRIES
:
Ms S Rammutla, Tel: 012 421 1356

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

POST 06/32
:
ASSISTANT DIRECTOR: SPECIAL INVESTIGATIONS (DOH/35/2008)



Purpose: The Directorate: Special Investigations provides internal capacity as required by the Public Service Anti-Corruption Strategy and the Comprehensive Plan for the Development of Sustainable Human Settlements to the Department of Housing for the management of anti-corruption initiatives undertaken by the department. 

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year recognised bachelor’s degree in the legal, building environment professions or finance fields ( A thorough understanding of corruption issues in the implementation of National Housing Programmes ( Experience in and an understanding of planning and management of investigations and investigative procedures ( Familiarity with legislation governing public finance and administration, housing as well as the Public Service anti-corruption prescripts such as the Public Service Anti-Corruption Strategy, the Prevention and Combating of Corrupt Activities Act, 2004, the Protected Disclosures Act, 2000, the Special Investigating Units and Special Tribunals Act, 1996 etc. ( Proficiency in verbal and written communication, as well as presentation skills (  Computer literacy and a valid driver’s licence

DUTIES
:
Managing, coordinating and monitoring investigations ( Reporting to the Director-General and the Minister in respect of progress on investigations ( Monitoring and evaluating complaints received and identifying appropriate action (  Managing the implementation of the public service anti- corruption prescripts ( Attending to the drafting and/or revision of departmental or internal anti-corruption policy prescripts ( Attending to corruption related parliamentary questions posed to the Minister in the National Assembly ( Attending to the facilitation of departmental fraud and corruption risk assessment ( Conducting regular anti-corruption advocacy ( Performing other duties assigned by the Deputy Director from time to time. 
ENQUIRIES
:
Mr B Ntlou, Tel (012)421-1456

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

POST 06/33
:
CHIEF PLANNER: MONITORING (2 POSTS) REFERENCE NO: DOH/34/2008


Chief Directorate: Monitoring And Evaluation

SALARY
:
R196 815 Per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are awaited from persons who are in possession of a three year degree or equivalent qualification in Social Sciences/ Statistics/ Demography and monitoring experience. Good interpersonal, planning, organizing and co-ordination skills. Knowledge of Monitoring and Evaluation system and processes. A valid drivers’ license. Information management skills. Knowledge of statistical analysis packages SPSS, SAS etc. Advanced knowledge of Excel package Programme evaluation, database management, research and strong report writing skills as well as knowledge of Government’s housing policies and programmes.

DUTIES
:
Monitoring of the planning, implementation and performance of National Housing Policies and Programmes against set targets and approved guidelines Implementing the monitoring strategy; Monitoring of service delivery processes against set principles; Monitoring of occupancy audits; Tracking of construction processes against set norms and standards

ENQUIRIES
:
Ms M van den Berg, Tel: 012 421 1711

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

POST 06/34
:
CHIEF PLANNER REF NO: DOH/24/08


Chief Directorate: Housing Institutions & Funding Mobilisation



Directorate: Housing Institutions: Performance & Compliance Monitoring

SALARY
:
R 196 815.00 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must have at least an appropriate, recognised Bachelor’s degree in the Finance/ economics Management field with Financial Management or Accounting as majoring subject.  Knowledge of Economics, especially Public Finance, would be an added advantage. The Sub Directorate makes use of quantitative analytical tools as well as financial management tools to monitor and analyse the financial health of Housing Institutions.  Knowledge of the Public Finance Management Act, Companies processes is recommended.

DUTIES
:
The successful candidate will: Monitor and analyse the financial position of institutions. Review and approve budgets of Housing Institutions. Review and approve requests for funding and other applications received from Housing Institutions. The submission of information to other departments, auditors and related stakeholders. Analyse, synthesise and interpret financial information such as tax impacts.

ENQUIRIES
:
Mr J Maritz (012) 421 1717

APPLICATIONS
:
Human Communications, P O Box 1305, Rivonia, E-mail: Response6@Humancommunications.co.za Fax : 0865186538

POST 06/35
:
ASSISTANT DIRECTOR: BUDGET (REF:  DOH/28/2008)


Directorate: Financial Management

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree/National Diploma with accounting/Financial Management or at least four (4) years appropriate experience at the level of State Accountant. Thorough knowledge of the government budget planning cycle, the Public Finance Management Act (PFMA), Treasury Regulations. Must have a through working knowledge of Microsoft Excel, MS Word and Power Point. Strong analytical skills. Excellent financial management and budgeting skills. Good communication skills (written and verbal). Good report writing and presentation skills. Good interpersonal relations. Ability to work under pressure. The appointment is subject to the verifying of educational qualifications, previous experience, citizenship, criminal records and reference checks.

DUTIES
:
Compilations of the Medium Term Expenditure Framework (MTEF), Estimates of National Expenditure (ENE), Rollovers, Adjustments Estimate and Virement documents for submission to National Treasury *Ensure that the budget is correctly captured on BAS *Give training to officials within the department as far as budgeting matters are concerned *On monthly basis ensure that the expenditure is correctly posted *Report all deviations in the budget. The incumbent will manage, control and administer the budget and expenditure. He/she will provide human resource management to junior employees within the section.

ENQUIRIES
:
Mr S Van der Merwe Tel: (012) 421-1421

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X 644, Pretoria, 0001. Applications can be hand delivered to: Govan Mbeki House, 240 Walker Street, Sunnyside C/o Troye and Walker Street.

FOR ATTENTION
:
Ms N Nortman
POST 06/36
:
ASSISTANT DIRECTOR: INTERNAL CONTROL REFERENCE: DOH/14/2008



Chief Directorate: Financial Services 



Directorate: Financial Administration

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three year post matric qualification in Finance or Auditing with a minimum of two years relevant experience in the Financial Management or Internal Control environment or Auditing environment. The incumbent’s knowledge and experience should include: Knowledge of the PFMA, Treasury Regulations, DORA, Public Services Regulations, Preferential Procurement Policy Framework Act, Supply Chain Management Framework and other related prescripts. Working knowledge of government transversal system including BAS, PERSAL and LOGIS. General understanding of contracts or SLA. Ability to communicate at all levels (written and verbal). Intermediate Computer literacy: and Presentation skills.

DUTIES
:
The incumbent will: Supervise subordinates; Implementation, monitoring and evaluation of internal controls; Develop financial related operational policies in the Department; Financial records management; Coordinate all Departmental audit queries and report to immediate supervisor; Administration of thefts and losses in the Department; and Monitor contracts and service level agreements in the Department.

ENQUIRIES
:
Ms H Malema, Tel: (012) 421-1459

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X 644, Pretoria, 0001

FOR ATTENTION
:
Mr D Sekwane
POST 06/37
:
ASSISTANT DIRECTOR: PROPERTY MANAGEMENT REF: DOH/22/2008

SALARY
:
R157 686.00per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates should be in possession of an appropriate tertiary qualifications or a Grade 12 Certificate with extensive experience around property and facilities management.  In-depth understanding of legislative and policy prescripts governing property and facilities management. Candidate should portray the following competencies: good communication skills, good organizing skills, reliable, hardworking and good interpersonal relations and should be prepared to work under pressure. Knowledge / sound understanding of Government procurement system with specific reference to facilities.  Fully understanding of Government initiatives around energy efficiency as well as management of water usage in Public Buildings. Knowledge of the following computer software packages is essential: MSWord Excel, and GroupWise

DUTIES
:
Facilitating overall general maintenance of office buildings in line with Public Works guidelines, Facilitating the outsourcing of parking facilities; Liaise with DPW on all matters related to rental and municipal services payments; Facilitating the purchasing and control of departmental refreshments and cleaning materials; and Facilitating the programming, upgrade and the expansion of the switchboard.

ENQUIRIES
:
Mr MV Moodley (012) 421-1373

APPLICATIONS
:
Human Communications, PO Box 1305, Rivonia, Email: Response6@human communications.co.za Fax: 086 518 6538 
FOR ATTENTION
:
Mr D Sekwane

POST 06/38
:
ASSISTANT DIRECTOR: GRANT MANAGEMENT REFERENCE: DOH/23/2008



Directorate: Grant Management

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a bachelor’s degree or an appropriate qualification in Finance with 2 0r 3 years’ relevant experience. Previous experience in financial planning and administration will be an added advantage. The following will serve as strong recommendations: Knowledge of the Division of Revenue Act, the Public Finance Management Act and Treasury Regulations. Good communications skills written and verbal). Ability to interact at management level. Computer literacy in Ms Word, Excel and PowerPoint. Analytical and problem solving abilities. Ability to work in a team and under pressure. Willingness to work beyond working hours. The appointment is subject to the verifying of educational qualifications, previous experience, citizenship, criminal record and reference checks.
DUTIES
:
The successful candidate will be responsible to provide sound financial administration and management of the conditional grant. Update the conditional grant framework with annual amendments to the Division of Revenue Act. Transfer funds according to the DORA payment schedules. Prepare timeous financial reporting on the grant in terms of the Division of Revenue Act, the Public Finance Management Ac. Monitor and evaluate performance of provincial expenditure. Liaise and attend meetings with provinces on a regular basis. Prepare monthly, quarterly and other reports in terms of relevant legislation. Compile responses on audit and SCOPA queries. Draft reports and submissions to management and the executive authority. Perform a variety of miscellaneous tasks for management.

ENQUIRIES
:
Mr JJ Steenkamp (012) 421-1337

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag x644, Pretoria, 0001 
FOR ATTENTION
:
Mr D Sekwane

POST 06/39
:
SENIOR ADMINISTRATIVE OFFICER REFERENCE NO: DOH/32/2008


Chief Directorate: Monitoring and Evaluation

SALARY
:
R132 054 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelors’ degree / National Diploma, equivalent qualification or senior certificate/ Grade 12 coupled with extensive appropriate experience. Knowledge of Government’s housing policies and programmes will be an added advantage. The ideal candidate must have *strong communication skills (written and verbal) *good interpersonal relations *report writing skills *good organizational skills *analytical thinking as well as computer literacy (Word, Excel, PowerPoint and Publisher. Willingness to travel and a valid Code 08 driver’ license are also required.

DUTIES
:
The successful candidate will be responsible for: Assisting in managing and coordinating all the administrative activities of the component Developing and managing database for the analysis, monitoring and impact assessment of all housing programmes, population studies as well as the template for the housing related indicators Collection and collation of information and statistics on the programmes Preparation of progress reports Managing and controlling printing and dissemination of all monthly and quarterly publications of the component.

ENQUIRIES
:
Muthige M.H. Tel: 012 421 1710

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X 644, Pretoria, 000
ANNEXURE E
INDEPENDENT COMPLAINTS DIRECTORATE

The Independent Complaints Directorate is an equal opportunity and affirmative action employer. It is our intention to promote representativity in terms of race, gender and disability within the Department through the filling of posts. Candidates, whose appointment/promotion/transfers would be considered will promote the achievement of employment equity within the ICD, will receive preference.

APPLICATIONS
:
Independent Complaints Directorate Private Bag X 941, Pretoria 0001, OMB Building, Corner of Schoeman & Potgieter Streets, 47 Schoeman Street, Pretoria,  0002

FOR ATTENTION
:
Ms A Nkosi @ (012) 423 1445

CLOSING DATE
:
22 February 2008

NOTE
:
Applications should be submitted on a Z83 obtained from any Public Service Department, accompanied by a comprehensive CV, certified copies of qualifications. 

OTHER POST
POST 06/40
:
STATE ACCOUNTANT: BOOKKEEPING
SALARY
:
R106 335 per annum 

CENTRE
:
Pretoria
REQUIREMENTS
:
Applicants should be in possession of a relevant three year Bachelor’s degree/diploma in Finance or equivalent qualification and relevant, credible and proven public service bookkeeping experience of a minimum of 2 years. Good working knowledge of Accounting.  Strong supervisory skills; Proven knowledge of BAS, PERSAL and SAFETY-NET; Proven knowledge of the Public Finance Management Act and National Treasury Regulations; Computer skills (MS Word, PowerPoint and Excel); Ability to work under pressure and prepared to work irregular hours; Good verbal communications skills, a valid driver’s license is compulsory as well as the ability to drive; Previous working experience of Bookkeeping is compulsory, including the re-issue of payments as well as monthly and year-end closures.

DUTIES
:
Key competencies include: Supervision of staff; Monthly follow-up and clearance of BAS Assets and Liabilities item accounts; authorising of all transactions on BAS; prepare and complete monthly Fund Request (via Safety-net); Re-issue of payments; Authorisation of day end and deposit confirmation; authorise period open/close on BAS; Custodian of all accounting records and batches (including archiving thereof); Checker of the PMG Bank Reconciliation; Requisition of face value forms; and handling of all relevant telephone enquiries.

ENQUIRIES
:
Mr T Bissumbhur @ (012) 423 1430
ANNEXURE F
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.

CLOSING DATE
:
25 February 2008

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

MANAGEMENT ECHELON

POST 06/41
:
FAMILY ADVOCATE (1 POST) REFERENCE: 08/24/FA
SALARY
:
R311 358 – R360 909 per annum (All inclusive). The successful candidate will be required to sign a  performance agreement 

CENTRE
:
Family Advocate: Mthatha
REQUIREMENTS
:
LLB degree or equivalent qualification plus admittance as  Advocate or attorney with the appearance in the High Court of South Africa; Three years experience in Family Law; Three years management experience; Litigation and mediation experience will be an advantage; A valid code EB driver’s license.

DUTIES
:
Report to Senior Family Advocate; Execute mandate, perform all functions and duties of the Family Advocate in accordance with relevant legislation; Endorse settlement agreements / commencing thereon; Institute enquiries to ascertain the best interest of minor children involved, by means of ADR procedure and evaluation; Liaise with Judges, Attorneys, Psychologists; Social Workers and other relevant professionals; Furnish the Court with recommendations on any matter concerning the welfare of the minor child involved in a pending matter; Promote access to Family Advocate services and create public awareness; The incumbent will be required to attend all relevant circuit courts within the province. 

ENQUIRES
:
Adv X Mji ( (047) 531 6054/ 047 532 3998

APPLICATIONS
:
Quoting the revelant reference number, Please direct your application to: Eastern Cape The Regional Head, Private Bag X9065, East London, 5200 

POST 06/42
:
FAMILY ADVOCATE (3 POSTS) REFERENCE: 08/22/FA
SALARY
:
R 311 358 - R 360 909 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Western Cape: Cape Town (1), George (1), Worcester (1)

REQUIREMENTS
:
LLB degree or equivalent qualification plus admittance as Advocate or Attorney with right of appearance in the High Court of South Africa; Three years experience in Family Law; Three years management experience; Litigation experience will be an advantage; A valid code EB driver’s license.
DUTIES
:
Supervise operations in the office; Report to the Principal Family Advocate; Execute mandate, perform all functions and duties of the Family Advocate in accordance with relevant legislation; Endorse settlement agreements/ commencing thereon; Institute enquiries to ascertain the best interest of minor children involved, by means of ADR procedure and evaluation; Liaise with Judges, Attorneys, Psychologists, Social Workers and other relevant professionals; Furnish the Court with recommendations on any matter concerning the welfare of the minor child involved in a pending matter; Promote access to Family Advocate services and create public awareness; Attend to all relevant circuit courts within the province.

ENQUIRIES
:
Adv S Ebrahim ( (021) 426-1216
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal Address The Regional Head, Private Bag X 9171, Cape Town, 8000.

POST 06/43
:
ADMINISTRATIVE OFFICER: SECRETARIAT TO THE EQUALITY REVIEW COMMITTEE REFERENCE: 08/02/DG
SALARY
:
R106 335 –R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria
REQUIREMENTS
:
A Bachelor’s Degree or National Diploma in Public Administration or equivalent  qualification; At least one-two year’s administrative experience; A valid drivers’ license will be a recommendation; Basic knowledge of the promotion of Equality and Prevention of Unfair Discrimination Act,2000;Knowledge of Procurement processes within the Public Service.

DUTIES
:
Render secretarial and administrative support to the Equality Review Committee; Prepare and submit payment advices for miscellaneous payments on JYP and BAS;Co-ordinate the distribution of incoming and outgoing mail; Attend to acquisition and procurement of stores and equipment for the Unit; Coordinate all duties and functions (HR, Finance, Admin) for the Unit; Monitor and control expenditure of budget(cash flow);Perform messenger duties; Assist the Unit with planning and coordination of events, meetings and seminars; Perform miscellaneous job related duties as assigned (e.g. filing copying, faxing, etc);  Perform other functions and duties assigned.

ENQUIRIES
:
Mr Tshivhonammbi Rasiuba ( 012 315 1683

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

ANNEXURE G
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
:
24 February 2008 
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 06/44
:
OPERATOR (REFERENCE: S8/3/2008/89)

SALARY
:
R43 245 per annum 

CENTRE
:
Polokwane (Office Of The Surveyor General: Limpopo)

REQUIREMENTS
:
*Applicants must be in possession of a Grade 10 (Standard 8) Certificate *Relevant working experience will be advantageous.

DUTIES
:
The successful candidate will be responsible for: *Operate and general maintenance of copying equipment *Maintenance of cadastral document filing equipment *Compilation and maintenance relevant office and personal production records *Support and promotion of transformation and change management processes *Training and self development *Make copies/prints and maintain copy/prints equipment.

ANNEXURE H
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng / Ms E Lethole
CLOSING DATE
:
22 February 2008

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

OTHER POSTS

POST 06/45
:
PERSONAL ASSISTANT TO CHIEF DIRECTOR: TECHNICAL SUPPORT UNIT

SALARY
:
R106 335 per annum

CENTRE
:
Head Office (Head Office)

REQUIREMENTS
:
An appropriate National Diploma / Degree with appropriate experience before or after qualification was obtained PLUS the following key competencies (Knowledge of:(MS Word, PowerPoint, Excel, e-mail, internet, etc(Office/Telephone etiquette(Public Relations(Document tracking(Administrative practices(Filing systems (Skills:(Excellent organisational and Interpersonal Skills(Computer literacy (Communication:(Competent communicator (written and verbal)(Good Interpersonal relations at all levels(Ability to maintain high level of confidentiality (Creativity:(Problem solving capabilities(Be able to work under pressure(Innovative and creative thinking abilities.

DUTIES
:
KRA’s: Manage the Chief Director’s diary(Compiles realistic schedules of appointments(Performs advance typing work(Operates and ensures that office equipment is in order(Coordinates logistical arrangements for meetings, workshops, etc(Provide administrative support(Track submissions and draft correspondence(Register and handle all logistical arrangements(Liaise with  all stakeholders(Compile monthly reports(Maintain a correct filling system (electronic and physical)(Take minutes of meetings(Make and confirm travel and accommodation arrangements(Remains up to date with regard to the prescripts/policies and procedures applicable to his / her work terrain to ensure efficient and effective support to the manager(Remains abreast with the procedures and processes that apply in the office of the manager.

ENQUIRIES
:
Mr A R Nundlall, ( 012 317 8451
POST 06/46
:
SENIOR SECRETARY TO CHIEF DIRECTOR: MINERAL PROMOTION

SALARY
:
R85 362 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior certificate plus Secretarial Diploma or equivalent qualification and relevant practical experience related to the secretarial duties PLUS the following key competencies: (Knowledge of: Ms Office packages e.g. Word, PowerPoint, Excel, e-mail, Internet, etc (Office/telephone etiquette (Public Relations(Document tracking (Administrative practice (Filling systems (Skills:(Excellent organisational skills(Interpersonal skills (Computer Literacy(Good organisational skills (Communication: (Good interpersonal relations at all levels (Good Communication Skills (verbal & written) (Ability to maintain high level of confidentiality (Creativity: (Problem solving capability (Be able to work under pressure (Innovative and creative thinking abilities

DUTIES
:
KRA’s: Provide secretarial/ receptionist support to the manager (rendering administrative support services to the manager/ unit (Type documents for the manager and other staff within the unit on word processor (receives telephone calls and refers the call to the correct role players if not meant for relevant manager ( Arranges meetings and events for the manager and the staff in the Unit. Identifies venues, invites role players, organises refreshments and sets up schedules for meetings and events( Administers matters like the leave registers and telephone accounts (keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective support to the managers.

ENQUIRIES
:
Mr S Sikhosana, (012 317 8133

POST 06/47
:
SENIOR SECRETARY TO THE DEPUTY DIRECTOR – GENERAL

SALARY
:
R85 362 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior certificate plus Secretarial Diploma or equivalent qualification and relevant practical experience related to the secretarial duties PLUS the following key competencies: (Knowledge of: Windows Micro Software packages e.g. Word, Excel, PowerPoint & Email, and Internet etc (Office/telephone etiquette(Public Relations( Document tracking and Administrative practice ( Conference and meeting procedures (Filing systems (Skills:(Excellent organisational skills(Interpersonal skills(Computer Literacy(Good organisational skills (Communication: (Good interpersonal relations at all levels(Good Communication Skills (verbal & written)(Ability to maintain high level of confidentiality (Creativity: (Problem solving capability(Be able to work under pressure and overtime(Innovative and creative thinking abilities. Short listed candidates will be subjected to a typing test

DUTIES
:
KRA’s: Provide secretarial/ receptionist support to the manager(rendering administrative support services to the manager/ unit(Type documents for the manager and other staff within the unit on word processor(receives telephone calls and refers the call to the correct role players if not meant for relevant manager ( Arranges meetings and events for the manager and the staff in the Unit. Identifies venues, invites role players, organises refreshments and sets up schedules for meetings and events( Administers matters like the leave registers and telephone accounts (keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective support to the managers.

ENQUIRIES
:
Ms D S Kunene, ( 012-3178000
POST 06/48
:
SECRETARY: CLEAN ENERGY
SALARY
:
R68 955 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior certificate or equivalent qualification and practical experience related to the duties, PLUS the following key competencies: (Knowledge of: Ms Office packages e.g Word, PowerPoint, Excel, e-mail, Internet, etc (Office/telephone etiquette (Public Relations(Document tracking(Administrative practice (Filing systems (Skills:(Excellent organisational skills (Interpersonal skills(Computer Literacy (Good organisational skills (Communication: (Good interpersonal relations at all levels (Good Communication Skills (verbal & written) (Ability to maintain high level of confidentiality (Creativity: (Problem solving capability (Be able to work under pressure (Innovative and creative thinking abilities

DUTIES
:
KRA’s: (Manage the Director’s diary( Arrange meetings, workshops and provide administrative support(Track submissions(Draft correspondence and registers(Handle all logistical arrangements, process S& T claims and payments(Liaise with external stakeholders(Compile monthly reports and maintain a correct filing system.

ENQUIRIES
:
Mr S Tyatya, (012 317 8109 
POST 06/49
:
REGISTRY CLERK (ONE YEAR CONTRACT)
SALARY
:
R58 290 per annum,

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Applicants should be in possession of a Senior Certificate (grade 12) or equivalent qualification. Plus the following competencies: (Knowledge of (Registry Activities(Archives Rules and Procedures (Regulations and Guidelines with regard to work in registry (Skills: (Skills Computer Literacy (Good organising and planning skills (Good Interpersonal Skills (Ability to work under pressure (Communication: (Good Communication Skills (written, verbal) (Creativity: (Ability to work independently and under pressure (Be able to interpret the Access to Information Act and prescripts from Archives (Be able to follow instructions from others.  Recommendation/Note: A certificate for completion of the Archives course would be an added advantage. Candidates will undergo competency testing.

DUTIES
:
KRA’s: (Opening, Closing and recording files according to the archive instructions (Keep file index up to date and pending files according to the pending system (Identify, registering and sorting correspondence.(Filing correspondence on files and dispatching post. (Take care of the distribution of circulars, minutes and updating of distribution list(Operate Office Equipment i.e. Fax machine, Scanner and photocopying machine(keeping statistics of all incoming and outgoing correspondence.(Keeping track of file movements.

ENQUIRIES
:
Ms Bangi Mokgoatjane/Jo-Dene vd Westhuizen, ( (012) 317 8146/8383
ANNEXURE I
NATIONAL TREASURY

APPLICATIONS
:
National Treasury, Private BagX115, Pretoria, 0001 or e-mail to recruit.cs@treasury.gov.za. Applications can also be faxed to (012) 315 5920

CLOSING DATE
:
15 February 2008 @ 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 06/50
:
FINANCIAL ADMINISTRATION SPECIALIST: EXPENDITURE AND REVENUE REFERENCE NUMBER: S029/2008



Division: Corporate Services

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
●A tertiary qualification or relevant experience in Financial Management ●A minimum of 3-5 years’ experience in financial and procurement management ●Knowledge of the Public Financial Management Act and Treasury Regulations ●Advanced computer literacy with knowledge of the full MS Office suite as well as sound knowledge of BAS ( Basic Accounting System) and LOGIS. ●Results orientated individual who has organisational awareness and good problem solving and analysis skills.

DUTIES
:
●Preparation and processing of payment requisitions for all creditors and other related payments ●Preparation and processing of fund transfers to the various spheres of government including those transfers to other entities ●Administration of cash deposits and departmental revenue ●Administration of the National Treasury’s bank accounts ●Administration of Department’s Petty Cash Facility ●Monitor and follow up on transactions allocated to control suspense accounts.

ANNEXURE J
PROVINCIAL AND LOCAL GOVERNMENT

The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinated system of government consisting of National, Provincial and Local spheres working together to achieve sustainable development and service delivery. The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/ transfer/ promotion will promote representivity will therefore receive preference.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number, to: The Personnel Administrator, Human Communications, tel. (011) 807-3260, PO Box 1305, Rivonia 2128 or fax: 086 619 7693 or e-mail: humancv@humancommunications.co.za (MS Word).
CLOSING DATE
:
22 February 2008

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

OTHER POST

POST 06/51
:
DEPUTY MANAGER: ORGANISATIONAL DEVELOPMENT (ASSISTANT DIRECTOR LEVEL)


Branch: Corporate Services

SALARY
:
R 157 686 per annum 
CENTRE
:
Pretoria
REQUIREMENTS
:
A Degree / National Diploma in Organisational Development / Work Study/ Industrial Psychology. Sound knowledge of: Government Framework on service delivery improvement, Public Service Regulation, Knowledge of organisational design, tools, practices and processes, job evaluation and job grading, Communication skills.  Problem solving, Computer literacy, Analytical skills and Innovative skills.  

DUTIES
:
Develop and maintain policies regarding job evaluation and work organisation.  Investigate and make recommendations regarding organisational and post establishment. Recommend in respect of requests for the creation and abolition of posts. Recommend in respect of the efficient, economic and effective use of human resources.   Co-ordinate the process of job evaluation in the department. Facilitate the compilation of job descriptions and job profiles.  Analyse and compare job descriptions and job profiles and identify problem areas.  Provide guidelines and necessary tools to assist managers in the compilation of job descriptions and job profiles. 
ENQUIRIES
:
Ms L Khuele (012 334 0911)
ANNEXURE K
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

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

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

CLOSING DATE
:
Wednesday, 20 February 2008

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. 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. Failure to submit these copies will result in the application not being considered. The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communications. 

OTHER POSTS
POST 06/52
:
DIRECTOR: SPECIAL PROJECTS: INTERNATIONAL AND AFRICAN AFFAIRS

SALARY
:
An all inclusive package of R369 000 per annum Annual progression up to a maximum salary of R427 836 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 tertiary qualification in any of the following areas: Public Administration, Political Science, International Relations, law or its equivalent. Knowledge of French would be an added advantage. Demonstrate a keen interest in current affairs. Knowledge of regional, continental and global affairs. Conversant with AU/NEPAD and SADC programmes. Proven research experience and research management. Ability to think conceptually and Knowledge of research-related computer software. Exposure to SADC-related programmes. Verbal and written communication skills.

DUTIES
:
Manage the Continental Governance and Public Administration programme. Establish and manage the SADC Governance Programme. Manage and facilitate bilateral relations. Develop systems for engagement with strategic partners. Organise learning sessions on the Continental Governance and Public Administration. Manage the Continental African Public Sector Innovation Awards. Liaise with the African Union and NEPAD to advance the Continental Governance programme. Manage and compile reports from IRPS cluster. Carry out research on trends and developments on the Continental Governance and Public Administration Programme. Establish and manage strategic partnerships to advance the Continental Governance Programme. Compile and update data on key stakeholders on the Continental Governance Programme. Prepare and manage strategic documents on the Continental Governance programme. 

ENQUIRIES
:
Dr WM Busieka, tel. (012) 336 1306.

POST 06/53
:
SPECIALIST: CONDITIONS OF SERVICE (DEPUTY DIRECTOR LEVEL)

SALARY
:
An all-inclusive remuneration package of R369 000 per annum. Annual progression up to maximum salary of R427 836 per annum is possible subject to performance. The all-inclusive package consists of a basic salary, the state’s contribution to the Government Employees Pension Fund and flexible portion that may be structured according to personal needs within a framework.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree/National Diploma (or equivalent qualification) in Commerce, Human Resource Management or Law. Macro-economics skills will be an added advantage. Extensive experience in the field of conditions of service/benefits of employees, specifically on pension and/or medical aid provisioning.  Knowledge of the latest developments and trends enabling the Public Service to develop and provide conditions of service which will attract and retain professional employees. In-depth knowledge of and experience in the relevant legislative and regulatory environment framework. Highly developed writing and presentation skills. Computer literacy, with knowledge of full MS Office suite.  Extensive exposure to analysis and formulation of policies, research processes, problem solving and legal analysis. Proven managerial skills. Ability to manage staff and specialised consultants. A valid driver’s licence (light motor vehicle). Willingness to travel.

DUTIES
:
Develop and implement policies in the Public Service on conditions of service matters, with reference to pension and medical aid provisioning.  Provide professional support to decision makers and negotiators on all matters relating to conditions of service.  Provide support to national and provincial departments in the implementation and management of policies through advice and advocacy training.  Maintain and adjust conditions of service.  Participate in projects, task teams and other administrative tasks on a variety of sub-areas as specified.  Communicate with all stakeholders.

ENQUIRIES
:
Mr P Thwala, tel. (012) 336-1394

ANEXURE L
DEPARTMENT OF PUBLIC WORKS

[image: image1.jpg]



The Department of Public Works is an equal opportunity, affirmative action employer. The intention is to promote representativity in the Public Service through the filling of these posts and with persons whose appointment will promote representativity, will receive preference.

NOTE
:
An indication by candidates in this regard will facilitate the processing of applications. If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. People with disabilities are encouraged to apply. Applications should be submitted on Form Z83, obtainable from any Public Service Department and must be accompanied by a comprehensive CV, certified copies of qualifications and identification document. Should you not hear from us within the next two months, please regard your application as unsuccessful. Please forward your application, quoting the relevant reference number, to the address mentioned at each post. 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

OTHER POSTS
POST 06/54
:
CHIEF CIVIL ENGINEER PROFESSIONAL SERVICES REF NO: 2008/104

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An appropriate tertiary Bachelor’s degree in Civil Engineering. Professional registration with the Engineering Council of South Africa. In-depth knowledge and at least 5 years appropriate experience in civil engineering. A valid driver’s license. Good technical and innovative problem solving abilities. Computer literacy. Good verbal / written communication skills. Good interpersonal skills. Must be prepared to travel
DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all civil engineering services (consultants as well as in-house). Give guidance and advice to other personnel, consultants and contractors and exercise control regarding the implementation of all relevant Acts, Regulations and the maintenance and commissioning of equipment, systems and installations. Civil Engineering functions: Compile specifications and schedules for all types of civil engineering projects. Investigate projects to determine the cause of non-compliance and failures of specific designs and to address the problems. Provide technical support to project managers in evaluating effectiveness and/or efficiency of solutions offered by Consultants. Determine cost efficiency of civil engineering projects and life cycle costing. Audit functions: Monitor performance of and exercise control over appointed consultants in connection with design and execution of work, as well as maintenance to existing infrastructure. Check tender documentation prepared by Consultants for inviting tenders. Evaluate construction activities to ensure that the consultants’ design (s) are executed and performed to acceptable standards. Oversee that legal and environmental requirements are adhered to during the construction phase of projects. Scrutinize and approve final accounts of engineering services. Scrutinize and approve fee accounts of consulting engineers. Training functions: Mentor and ensure registration of departmental professionals and technicians with the appropriate professional body.

ENQUIRIES
:
Mr. B Veldsman Tel: 051 400 8700

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

POST 06/55
:
CHIEF MECHANICAL ENGINEER PROFESSIONAL SERVICES (REF No: 2008/105)
SALARY
:
All inclusive salary of R369 000 per annum.

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS 
:
Recognized Bachelor’s Degree in Mechanical Engineering. Professional registration in the mechanical discipline. A Government Certificate of Competency in Mechanical Engineering will be a recommendation. At least three (3) years appropriate experience, clearly demonstrating a good understanding and competence in most facets of the practices, construction methods and techniques and the systems applied in the full spectrum of mechanical engineering field found in the built environment. A good understanding of all relevant legislation and construction industry contracts is needed. Well developed Detail and engineering observation skills. Strong analytical and built environment skills. Strong verbal and written communication skills, Presentation and negotiation skills. Good financial management/ budgetary skills. Interpersonal relations. Good training skills. Thorough knowledge and experience in pressure vessels, pumps, piping, heating, refrigeration and air conditioning, and knowledge of and experience in the implementation of the Occupational Health and Safety Act, 1993, is essential.

DUTIES
:
Ensure that outputs are aligned to departmental strategic goals and objectives and satisfy client needs. * Development and maintenance of policy for DPW, Standard construction, maintenance and operational specifications for mechanical installations. Comment upon draft legislation and inform Clients of the impact of such legislation, mainly focusing on the Occupational Health and Safety Act, the Engineering Professions Act, the National Building Regulations and Building Standards Act, the Environmental Act and any associated Regulations. * Monitoring standards of installations, operation, maintenance and records pertaining to the condition of installations, equipment, systems are kept within the set standards. * Administrative work pertaining to the work and approvals delegated down to the level of the post. * The definition and evaluation of training standards for operators of mechanical installations. * Assist the Director in the development and maintenance of operational agreements between Clients and DPW. * Provide appropriate level of professional and technical support to implementation teams at all levels and all clients. * Ensure compliance with the PFMA where relevant in all aspects of professional technical advisory services. * Reporting and provision of information regularly as well as on demand to management Practice a culture of client service excellence.

ENQUIRIES
:
Mr. B Veldsman, Tel: (051) 4008793
Applications
:
The Regional Manager, Department of Public Works, Private Bag X20605 Bloemfontein 9300 or Hand Deliver at 14 Elizabeth Street Civilia Building 
FOR Attention
:
Mr CTI Mofokeng

POST 06/56
:
CHIEF QUANTITY SURVEYOR (x2) (REF NO: 2008/106)


Professional Services

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office
REQUIREMENTS
:
An appropriate B degree in Quantity Surveying or equivalent. Professional registration as Professional Quantity Surveyor. Appropriate relevant years experience. A valid driver’s license. Strong analytical and built environment skills. Computer literacy. Good interpersonal relations. 
DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all quantity surveying services (consultant as well as in-house). Advise on the development and maintenance of policy, methods, practices and standards on quantity surveying services. Manage quantity surveying services efficiently so that QS assignments are completed on time and within budget. Quantity Surveying functions. Provide standard quantity surveying services for simple buildings: Provide an estimating and cost control service on building related matters and provide reports on projected building costs. Prepare bills of quantities and/or lump-sum contract documents. Investigate, evaluate and report on suitability of tenders received. Prepare cash flow projections Prepare progress and final payments including fluctuations in cost and financial reports. Prepare variation orders and final accounts. Attend meetings on site. Evaluate and recommend contractor’s time and cost claims. Audit functions. Approve tender documentation. Visit building sites to monitor progress on QS-related matters. Audit the administration on the tendering process. Audit progress claims and final account of building projects. Audit Consultant QS fee accounts. Training functions. Train students / interns and technicians and develop Project Managers’ skills in quantity surveying matters

ENQUIRIES
:
Mr B Veldsman, Tel: (051) 400-8793

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

POST 06/57
:
CHIEF STRUCTURAL ENGINEER PROFESSIONAL SERVICES( REF NO: 2008/107)

SALARY
:
All inclusive salary of R369 000 per annum

CENTRE
:
Bloemfontein Regional Office
REQUIREMENTS
:
An appropriate tertiary Bachelor’s degree in Engineering. Professional registration with the Engineering Council of South Africa. In-depth knowledge and at least 5 years appropriate experience in structural design. Experience in computer-aided drafting. Basic knowledge of OHSA. A valid driver’s license. Good verbal / written communication skills. Good interpersonal skills. Must be prepared to travel
DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all structural engineering services (consultants as well as in-house). Structural Engineering functions. Design reinforced concrete and steel structures of simple buildings. Prepare working drawings for reinforced concrete and steel structures. Compile specifications and schedules for all types of engineering structures on building projects. Quality control of structural work. Investigate structural problems to determine causes of failure / non-compliance and offer appropriate solutions. Provide technical support to project managers in evaluating efficiency of solutions offered by Consultants. Audit functions: Check tender documentation prepared by Consultants for inviting tenders. Monitor performance of and exercise control over Consultants in connection with design and execution of work, as well as maintenance to existing structures and infrastructure. Scrutinize and approve fee accounts of consulting engineers. Training functions: Mentor and ensure registration of departmental professionals and technicians with the appropriate professional body.

ENQUIRIES
:
Mr B Velsdman, Tel (051) 4008793

Applications
:
The Regional Manager, Department of Public WorksPrivate Bag X20605 Bloemfontein 9300 or Hand Deliver at 14 Elizabeth Street Civilia Building 
FOR Attention
:
Mr CTI Mofokeng

POST 06/58
:
DEPUTY DIRECTOR: HEAD OFFICE AUDITS Internal Audit and Investigation Services (REF NO: 2008/117)



Key Purpose Statement: To manage Head Office Audit Assignments.

SALARY
:
R369 000 All inclusive package

CENTRE
:
Head Office Pretoria

REQUIREMENTS
:
A B-degree or National Diploma in Computer Auditing and Accounting.  A minimum of 2 years practical experience in a supervisory position in the auditing field. Computer Literacy. Advanced communication and supervisory skills. Good project management skills. Effective report writing. Ability to follow a proactive and creative problem solving approach. Ability to work under pressure and meet deadlines.  Ability to travel extensively. Driver’s licence (code 8). Prepared to be subjected to a security clearance.  Knowledge of Teammate will be an added advantage.
DUTIES
:
Assist the Director on the planning of audit activities. Facilitate the conduct of a risk assessment within the Head Office Audits environment. Develop audit objectives that address the risk, controls and governance processes associated with the activities under review. Develop audit procedures that achieve the engagement objectives. Set both the scope and identify CAAT’s tools to be utilised to achieve the assignment objectives in each phase. Submit audit program for approval to the Director prior to the commencement of assignments. Plan and monitor timeframes, methods and individuals responsible for the assignment. Communicate to the audit supervisor and the internal auditor, the plan that establishes the procedures for identifying, analyzing, evaluating and recording information during the audit. Establish a system to ensure that objectives are achieved, quality is assured, and staff is developed. Ensure that conclusions and audit results are based on appropriate analysis and evaluation. Attend exit conference on completion of audit assignments. Communicate to Fraud Investigations directorate all fraud detected during the assignment.

ENQUIRIES
:
Ms Z. Mxunyelwa, Tel. (012) 337-2471



Ms N. Matolo, Tel (012) 337 3224

APPLICATIONS
:
The Director-General, Department of Public WorksPrivate Bag X65, Pretoria, 0001 or Hand delivered 143 Van der Walt Street, Corner Vermeulen and van der Walt Street, Isivuno House, Pretoria, 0001
FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 06/59
:
Deputy Director: Media liaison and Campaigns Marketing and COMMUNICATION EPWP(REF NO: 2008/102)

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

Requirements
:
An appropriate Bachelor’s degree in Communication /Journalism combined with credible. experience in the field. Have an excellent understanding of government policies and programme. Project management skills. Excellent writing and networking skills. Good communication skills (written, verbal and liaison)
 Duties
:
Develop media strategies and plans aimed at educating, fostering and popularizing EPWP. Ensure that all media visits to successful EPWP projects are delivered. Develop and disseminate media statements, advertorials and alerts. Manage  media relations campaign including briefings sessions. Coordinate and facilitate television and radio slots to promote debates on the EPWP. Develop relations with targeted media. Respond accurately and timely to media enquiries. Management of all EPWP events. Regular monitoring of EPWP coverage in the media. Manage staff in the sub-directorate

Enquiries 
:
Kgomotso Tlhomelang Tel: 012 337 3637

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001 or Hand delivered 143 Van der Walt Street, Corner Vermeulen and van der Walt Street, Isivuno House, Pretoria, 0001
FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 06/60
:
DEPUTY DIRECTOR: PORTFOLIO PERFORMANCE AND MONITORING (2 POSTS) (REF NO: 2008/109)
South African Police Services and Dpw & Prestige


Key Purpose Statement: The incumbent will be responsible to provide assistance in the strategic portfolio performance management of the State’s immovable assets and to maximise the returns on the property portfolio.

SALARY
:
R369 920 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate degree/diploma or equivalent qualification and extensive experience in property management. Exposure to management and value maximisation of immovable assets. Knowledge of leasing administration and property administration. Proven track record in service delivery and customer focus. High potential candidates with extensive drive, energy and enthusiasm. Strategic planning experience linked to conceptual, analytical, visionary and leadership skills. Strong negotiation and innovation skills. Project management skills. Strong verbal and written communication skills.
DUTIES
:
The incumbent will be required to serve the interests of the State in the management of immovable assets by ensuring that: The property portfolio within the National Department of Public Works (NDPW) meets the delivery of government services. The best financial performance of the portfolio eg. cost savings accruing to government, enhancement of the value of the portfolio, financial returns and revenue to the State as the owner of the portfolio. The social benefits are incorporated in the life cycle of the portfolio in the execution of acquisitions, maintenance and management, and disposals. Identify and review non-performing and under-performing assets and develop performance enhancement strategies. Develop and monitor the strategic asset management plan for the State’s portfolio. Assist the Senior Manager in the evaluation and monitoring of leased and State owned immovable assets. Source property management reports from Regional Property Managers in a co-ordinated structured manner. Familiarize him/herself with regards to the client’s strategic plans and liaise with the Key Account Management. Develop appropriate management systems and fulfill research and co-ordinate function as required. Ensure the updating and maintenance of accurate information on the database. Develop appropriate policies and property performance benchmarks. Co-ordinate asset management related functions when required by unit. The post will also require official travelling and the successful candidate must be willing and able to journey as and when required. Working in multidisciplinary teams.

ENQUIRIES
:
Ms F Rabada     Tel. (012) 337-2110

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001 or Hand delivered 143 Van der Walt Street, Corner Vermeulen and van der Walt Street, Isivuno House, Pretoria, 0001
FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 06/61
:
QUANTITY SURVEYOR Capital and Technical Maintenance Projects and Maintenance (REF NO: 2008/101)

SALARY
:
R369 000 – R 427 836 (All inclusive salary package per annum)

CENTRE
:
Mafikeng Regional Office
REQUIREMENTS
:
An appropriate degree in quantity surveying or equivalent qualifications; Professional registration as Professional Quantity Surveyor; appropriate experience in Quantity Surveying and planning skills, a valid driver’s license, computer literacy, knowledge and understanding of PFMA, PPPFA, OHSA, Environment Conservation Act as well as Building Regulations. Good financial and budget skills. Sound analytical skills with good communication, both written and verbal. To be part of, and a resource to, the Professional Services unit and to assist in providing a Quantity Surveying analysis and advisory service. To audit the work of clients to ensure quality control and value for money on building projects. To assist in developing policy documents and set overall standards for Quantity Surveyor in the interest of the State and the clients of the Department
DUTIES
:
Advise on the development and maintenance of policy, methods, practices and standards on quantity surveying services; Provide a quality cost control and value management service on all building related matters in the Department.  Audit the work of clients to ensure quality control and value for money on building projects; Audit progress claims and final accounts of building projects; Do estimates on building projects or design changes. Prepare reports on projected building costs for clients, Visit building sites to monitor progress and perform financial control. 

ENQUIRIES
:
Mr. M.J Phaladi: Tel (018) 384 9331 EXT 2201  

APPLICATIONS

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

POST 06/62
:
DEPUTY DIRECTOR: EMERGING CONTRACTOR DEVELOPMENT PROGRAMME (ECDP) (REF NO: 2008/99)

SALARY
:
R 311 358 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
An appropriate tertiary Bachelor’s Degree or equivalent in any of the built environment disciplines, engineering, training and development or a Degree in Management. Basic construction project management skills. A post-graduate degree will be an added advantage. Knowledge of the development of SMME enterprises will also serve as an added advantage. A valid driver’s license. Good technical skills including training, development and business skills. Good interpersonal skills. Must be prepared to travel extensively.
DUTIES
:
The successful candidate will: *Manage the ECDP programme in the Region *Manage the Contractor incubator *Coordinate, monitor and provide advisory services to National Youth Commission Projects in the Region.*Identify training needs for the emerging contractors.*Coordinate and monitor the development of emerging contractors *Manage the performance of the emerging contractors *Interact with representatives of the emerging contractors *Liaising with training service providers and founders *Assist contractors in preparing estimates and completing tender documents *Short list contractors for work opportunities *Prepare regular reports on training results and evaluation to the Regional Manager *Recommend contractors to suppliers and financial institutions for materials and finance * Recruit contractors in areas where there is insufficient capacity

Enquiries
:
Mr. SM Madzebe (015) 291 6300

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

POST 06/63
:
ASSISTANT DIRECTOR: FINANCIAL ACCOUNTING (REF NO: 2008/113)

SALARY
:
R196 815 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
Bachelor’s Degree/National Diploma in Accounting and Finance or related qualification. Relevant years of financial accounting and supervisory experience. Knowledge of transversal systems applicable to Public Service will be an added advantage. Knowledge and experience of auditing procedures applicable to Public Service. Ability to implement systems and exercise control to ensure sound financial administration and management. Sound analytical, financial and strong verbal and written communication skills. Understanding of PFMA, relevant government regulations and policies. Problem solving skills and computer literacy.

DUTIES
:
Support Head of Finance and other officials in the execution of their business activities. Ensure effective management of payment processes and salary administration.  Ensure transactions are in compliance with the Public Finance Management Act, National Treasury Regulations and Treasury Prescripts. Manage financial procedures and internal- controls. Monitor and report on revenue generated. Ensure effective debtors management. Reconcile and report on suspense accounts on a monthly basis. Monitor reconciliation of business systems. Prepare various financial reports for management on a monthly basis. Provide advice on financial aspects of the department.

ENQUIRIES
:
Ms L Motlhala Tel 053 – 8385261
APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301
FOR ATTENTION
:
Ms L Motlhala

POS 06/64
:
ASSISTANT DIRECTOR: HEALTH & SAFETY OFFICER (MECHANICAL) (REF NO: 2008/112)


Projects & Maintenance – OHSA 
SALARY
:
R196 815 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
An appropriate degree or National Diploma in the Building environment or an appropriate N3 qualification plus an official trade test; Extensive knowledge of building / construction processes/equipment and mechanical installations used by contractors; Good verbal and written communication skills, computer literacy, good interpersonal relations are important. Extensive knowledge and understanding of the Occupational Health and Safety Act; A NOSA qualification will serve as an added advantage. A code EB driver’s license is essential.
DUTIES
:
Key Responsibilities: Take responsibility for adherence to the provisions of the OHASA; carry out Inspections of inter alia construction projects and buildings under the jurisdiction of the Regional Office; Ensure that buildings comply with the OHSA. Be responsible for the general duties as set out in sections 8 and 12 of the OHSA. Ensure that all private contractors, who undertake services for the Department, comply with all safety aspects of the OHSA.

ENQUIRIES
:
Ms L Motlhala: Tel 053 – 8385261

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 5002. Kimberley 8301
FOR ATTENTION
:
Ms L Motlhala
POST 06/65
:
ASSISTANT DIRECTOR: KEY ACCOUNTS ( REF NO: 2008/100) 



Manager (SAPS & OTHERS)

SALARY
:
R 196 815 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A recognised tertiary qualification in one or more of the built environment disciplines (e.g. Architecture, Quantity Survey, Town Planning or Engineering) or Commerce, Marketing, Communication. A valid driver’s license. Computer literacy especially working with spreadsheet. Report writing skills. Service orientated person who has a strong marketing background. Excellent negotiation, communication and analytical skills. The candidate must be prepared to travel.
DUTIES
:
*Act as a key contact point between Public Works and assigned Client Departments *Give inputs towards the compilation , operation and execution of annual business plan for the directorate.  *Render assistance to assigned client departments in formulating the accommodation requirements and budget appropriately and the formulation of Asset Plans *Consolidate re[ports to clients  *Give inputs towards the compilation of annual building programmes as per assigned client department for capital works and planned maintenance projects *Inputs towards annual budget for unplanned maintenance. 

Enquiries
:
Ms. N Ncapayi (015) 293 8042

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

POST0 6/66
:
Assistant Director: Media liaison and Campaigns (REF NO: 2008/103)
Salary
:
R196 815 per annum

Centre
:
Head Office Pretoria

Requirements
:
An appropriate three-year degree in Communication or Journalism. Extensive experience in the field of communication. Good general knowledge and a keen interest in current and government affairs. Proficiency in both verbal and written communication. The ability to work independently and under pressure. Excellent writing skills.

Duties
:
Assist in developing media strategy and plan. Co-ordinate media visit to successful EPWP projects. Write articles and media statements. Develop and update media database. Co-ordinate departmental event and media briefings . Assist with the arrangement of media interviews. Assist in monitoring EPWP coverage in the media

Enquiries
:
Kgomotso Tlhomelang Tel: 012 337 3637

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001 or Hand delivered 143 Van der Walt Street, Corner Vermeulen and van der Walt Street, Isivuno House, Pretoria, 0001
FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 06/67
:
CONTROL WORKS MANAGER (REF NO: 2008/111)


Facilities Management
SALARY
:
R196 815 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
A relevant recognised three year (Bachelor’s degree/ B Tech qualification in any of the built environment disciplines (Architecture; Quantity Surveying; Engineering or project management) accompanied by at least 5 years extensive technical experience. The candidate must be able to plan, organize and manage people and resources. The candidate must have knowledge and understanding of PFMA, OHSA, National Building Regulations, Environment Conservation Act as well as the Government Procurement System. Proven knowledge and understanding of estimating and scheduling techniques is important. Willingness to travel and work irregular hours is required. Sound analytical and good written and verbal communication skills as well as knowledge of project management is required. Registration with a professional body will serve as an added advantage. Computer literacy and a valid driver’s license is vital.

DUTIES
:
Manage minor projects; unplanned maintenance; building condition surveys; asset register enhancement with reference to (Building\ Electrical and Mechanical installations). Monitor work performance of Chief Works Managers and Assistant Works Managers. Analyze all the reports submitted by Chief Works Managers. Responsible for site inspections and reports on leased buildings; optimal utilization of buildings and analysis of expenditure trends on properties including Rates and Municipal services. Assist in site handovers; first and final delivery including the close out reports. Negotiations with the contractors for minor new works and unplanned maintenance. Assist in Facilities Management activities such as Cleaning, Horticultural and other soft services contracts. Responsible for compiling and scrutinising scope of works and preparing specifications, estimates and quotations. Ensure all work executed complies with PW 371 standard specification, National Building Regulations and OHASA. Compile technical and monthly reports to management.

ENQUIRIES
:
Ms L Motlhala Tel. (053) 8385261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301
FOR ATTENTION
:
Ms L Motlhala

POST 06/68
:
PROJECT MANAGER (REF NO: 2008/115)


Technical Maintenance 

SALARY
:
R157 686 – R196 915 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
Relevant recognized 4-year degree (B-Tech/ Higher National Diploma) in any of the build environment discipline (Architecture, Quantity Surveying, Engineering or Project management  and a minimum of 2 years’ experience in the build environment or a National Diploma in any of the built disciplines as mentioned above with a minimum of 3-years’s experience in the planning and managing of projects in the built environment or National T, S or N stream certificate or diploma (minimum N3), including a trade test qualification with 3 years’ experience in the planning and managing of Projects in the built environment. Registration as a candidate with the South African Council for the Projects and Construction Management Professions (SACPCMP) will qualify for level 09. Registration as a Professional with South African Council for the Projects and Construction Management Professions (SACPCMP) will qualify for level 10. A valid driver’s license. Computer literacy. Knowledge and understanding of the following Acts: Public Finance Management Act, Occupational Health and Safety Act as well as Building Regulations, Environmental Conservation Act. Knowledge and understanding of the Government Procurement System. Good planning, financial and budget skills. Sound analytical and good written and verbal communication skills. 
DUTIES
:
The incumbent will be responsible for the management of construction, renovation and refurbishment projects within the constraints of set time, cost, quality and socio-economic objectives under the supervision of a Senior Project Manager per Financial Year. Contribute to project initiation, scope definition and scope change control for envisaged projects. Manage project cost estimates and control changes in line with allocated budgets. Plan and attend project meetings during the project phases. Assist with the compilation of projects documentation to support project processes. Implement project administration processes according to Government requirements. Ensure implement of procurement activities and adherence thereof to government policies. Provide assistance in implementing and assuring project execution is in accordance with the approved project norms and time schedules. Support the project environment and the activities to ensure that project objectives are delivered timeously. Manage and engage in multi-disciplinary construction teams regarding the construction/ maintenance of facilities. 

ENQUIRIES
:
Ms N. Ntwana, Tel (012) 310 5054

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 06/69
:
PROJECT MANAGERS X 3 (REF NO: 2008/98)
SALARY
:
R 157 686 – 196 815 per annum

CENTRE
:
Polokwane-Regional Office

REQUIREMENTS
:
Relevant recognized 4-years degree (B\BTech/Higher National Diploma) in any of the build environment discipline (Architecture, Quantity Surveying, Engineering or Project management) and a minimum of 2 years’ experience in the build environment or National Diploma in any of the built environment disciplines as mentioned above with a minimum of 3-years’ experience in the planning and managing of projects in the built environment  or National T, S or N stream diploma or a minimum N3 plus a trade test qualification with 3 years’ experience in the planning and managing of Projects in the built environment. * Registration as a candidate with the SACPCMP with 3 years of experience will qualify for level 9. Registration as a professional project manager with the SACPCMP will qualify for level 10.*A valid driver’s license * Computer literacy * Knowledge and understanding of the following Acts: Public Finance Management Act, Occupational Health and Safety Act as well as Building Regulations, Environmental Conservation Act * Knowledge and understanding of the Government Procurement System * Good planning, financial and budget skills * Sound analytical and good written and verbal communication skills. 
DUTIES
:
Contribute to project initiation, scope definition and scope change control for envisaged projects * Full project management function, cost, quality and time control  *  Manage project cost estimates and control changes in line with allocated budgets *  Plan and attend project meetings during the project phases* Assist with the compilation of projects documentation to support project processes * Implement project administration processes according to Government requirements * Ensure implement  of procurement  activities and  adherence thereof to Government policies * Provide assistance in implementing and assuring  project execution is in accordance with the approved project norms and time  schedules * Support the project environment and activities to ensure that project objectives are delivered timeously * Manage and engage in multi-disciplinary construction teams regarding the construction/maintenance of facilities. The incumbent will be responsible for the management of construction, renovation and refurbishment projects within the constrains of set time, cost, quality and socio-economic objectives under the supervision of Senior Project Managers per Financial Year.  

ENQUIRIES
:
Mr. M.S Madzebe (015) 291 6300

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

POST 06/70
:
PROJECT MANAGER: PROJECTS AND MAINTENANCE (X8) (REF NO: 2008/114)
SALARY
:
Range from R132 054-R196 815 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
Relevant recognized 4-year degree (bachelor Degree/National Diploma) in any of the build environment discipline (Architecture, Quantity Surveying, Engineering or Project management) and a minimum of 2 years’ experience in the build environment or a National Diploma in any of the built environment disciplines as mentioned above with a minimum of 3-years’ experience in the planning and managing of projects in the built environment  or National T, S or N stream certificate\diploma (minimum N3), including a trade test qualification with 3 years’ experience in the planning and managing of Projects in the built environment.. A qualified candidate but not registered with the SACPCMP Council will qualify for level 08.  Registration as a candidate with the South African Council for the Projects and Construction Management Professions (SACPCMP) will qualify for level 09. Registration as a Professional with the South African Council for the Projects and Construction Management  Professions (SACPCMP) will qualify for level 10. A valid driver’s license. Computer literacy.  Knowledge and understanding of the following Acts: Public Finance Management Act, Occupational Health and Safety Act as well as Building Regulations, Environmental Conservation Act. Knowledge and understanding of the Government Procurement System.  Good planning, financial and budget skills. Sound analytical and good written and verbal communication skills
DUTIES
:
Contribute to project initiation, scope definition and scope change control for envisaged projects. Full project management function, cost, quality and time control.  Mange project cost estimates and control changes in line with allocated budgets. Plan and attend project meetings during the project phases. Assist with the compilation of projects documentation to support project processes. Implement project administration processes according to Government requirements. Ensure implement of procurement activities and adherence thereof to Government policies. Provide assistance in implementing and assuring project execution is in accordance with the approved project norms and time schedules.  Support the project environment and activities to ensure that project objectives are delivered timeously. Manage and engage in multi-disciplinary construction teams regarding the construction/maintenance of facilities. The incumbent will be responsible for the management of construction, renovation and refurbishment projects within the constraints of set time, cost, quality and socio-economic objectives under the supervision of a Senior Project Manager per Financial Year
ENQUIRIES
:
Ms L Motlhala: 053-8385261
APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 06/71
:
SENIOR ADMIN OFFICER (REF NO: 2008/116)


Property Management: Prestige
SALARY
:
R132 054 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
Applicants must have a degree /diploma or equivalent qualification with appropriate experience within a built environment. The following will serve as a recommendation: Extensive knowledge and experience in WCS. Good written and verbal communication and negotiation skills. Knowledge of PFMA and Treasury regulations. Sound budgeting and financial management skills. Good project. Management and administrative skills as well as extensive customer relationship management skills. A valid driver’s license. Candidate must be willing and able to journey as and when required. 
DUTIES
:
The incumbent will be required to assist in compiling and monitor the accommodation programme for planned maintenance, capital work services and day to day maintenance for Prestige clients. Manage admin, capital and maintenance budget for the section. Register projects on WCS and issue Planning Instructions. Monitor progress and conduct system control on the WCS. Liaise with BPA, Project Managers, Consultants, SAPS, NIA and clients regarding projects. Participate in meetings and provide reports on WCS projects. Handle correspondence for clients regarding Planned and Capital Projects issues and enquiries. Provide assistance to management when required. Assist CRM in executing various administrative functions within the section. Improve service delivery to the clients and NDPW executing units and internal service providers. Ensure effective and timeous administration processes. Ensure compliance with To define and implement DPW Interior portfolio expansions and requirements design scheme presentations, site inspection-to sample board and plan. Extensive client liaison. Project planning and management. Establishing the type of professional services required for a particular project. Ensure that projects are delivered within parameters of time, cost of quality as well as implementing of socio-economic objectives of the department. Compiling and checking of tender documents. Supervising of contractors. Supervise the cash flow forecasts, processing contractor’s payments and professional fee claims, and preparation of monthly reports. Facilitating and checking of the final account. Maintain administrative and human resource co-ordination in support of purchasing and target date delivery. Ensure applicable quality control in both specification and service delivery. Ensure that Cape Town component is up to date with the latest market related information and developments. Day-to-day co-ordination of portfolio maintenance plan. 

ENQUIRIES
:
Ms P Tshabalala Tel: 012-310-5943

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 M
DEPARTMENT OF SCIENCE AND TECHNOLOGY

APPLICATIONS
:
The General Manager: Human Resource, Private Bag X 894, Pretoria 0001.

CLOSING DATE
:
22 February 2008

NOTE
:
Applications must be accompanied by a signed Z83 form and recent updated comprehensive CV as well as original certified copies of all qualification and ID document.

OTHER POST
POST 06/72
:
SENIOR PRACTITIONER: ORGANISATIONAL DEVELOPMENT (SIX MONTHS CONTRACT)



Unit: Talent Management and Organisational Development 

SALARY
:
R180 913 .98 (All inclusive package)

CENTRE
:
Pretoria (Scientia Campus)

REQUIREMENTS
:
Applicants must be in possession of a Diploma in Human Resource/ Work-study/ Management services coupled with relevant experience in organisational development good interpersonal, communication and organizational skills, computer literacy. Knowledge of Job evaluation and the use of EQUATE as well as experience in work-study investigations

DUTIES
:
The successful candidate will be responsible for Conducting job evaluation, coordinate job evaluation committee meetings, Develop job description for all jobs within the DST, Conduct work-study investigation, Conduct business process reengineering, manage all Organisational Development projects, Assist in managing change within the DST and Provide administrative support to the Organisational Development Unit

ENQUIRIES
:
Ms Lebogang Molefe (012) 843 6507

ANNEXURE N
DEPARTMENT OF SOCIAL DEVELOPMENT

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

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
22 February 2008

NOTE
:
A curriculum vitae with a detailed description of duties and the names of two referees must accompany your application for employment. It will be required of the successful candidate to undergo an appropriate security clearance. An indication in this regard will facilitate the processing of applications. Applicants must please note that they will be required to show proof of original qualifications during the selection process. Correspondence will be limited to successful candidates only. If you have not been contacted within three months after the closing date of this advertisement, please accept that your application was unsuccessful. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA).  Short listed candidates must be prepared to undergo competency assessment. “The Department of Social Development supports people with disabilities” 

MANAGEMENT ECHELON

POST 06/73
:
DIRECTOR: SOCIAL INSURANCE SCHEMES



Chief Directorate: Social Insurance

SALARY
:
R540 429 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. The successful candidate will be required to enter into a performance agreement and to sign an employment contract.
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised post graduate qualification in Economics, Actuarial Science or related field PLUS sufficient financial management experience. Knowledge of Corporate Governance matters. Knowledge of Consumer Protection Law and Practice. Knowledge of Social Security Policy. Knowledge of the PFMA (Public Finance Management  Act) Competencies needed: Financial Management and quantitative skills. Project management skills.  Communication (written, verbal and presentation) and liaison skills.  Planning and organising skills. Strategic capability and leadership skills. Customer Care skills.  Analytical skills.  Monitoring and evaluation skills. Policy development and implementation skills. Presentation and facilitation skills. Negotiation skills. Computer Skills. Research Skills. Problem solving skills. Coordination Skills. Knowledge of Corporate Governance matters. Knowledge of Customer Protection Law and Practice. Attributes: Assertiveness. Ability to work independently and as part of a team. Compliance. Diplomacy. Ability to work under pressure. Decisiveness. Adaptability. Confident. Accuracy. Compliant. Self-starter. Trustworthiness. Highly Motivated.
DUTIES
:
Key Responsibilities: Assess and undertake research to respond to social insurance gaps that lead to destitution as a result of contingencies, loss of income, death etc that render people vulnerable. Develop policies in occupational insurance schemes, children and family benefits. Evaluate and review policies and strategies to respond to changed needs to ensure access to the right social insurance. Consult and liaise with civil society, stakeholders and the general public with respect to social insurance provisions to people in destitution as a result of contingencies, loss of income, death etc. that render them vulnerable. Undertake assessment of gaps in contributory schemes related to employment in occupational injuries and diseases, workplace induced disability and benefits to dependents. Develop social-demographic and financing models that explore various benefit options and qualifying criteria.Ensure integration between social insurance and social assistance.Evaluate and review policies and strategies to respond to occupational injuries and other accidents.Monitor the outcome of policies intended to address employment injuries and diseases.Consult and liaise with Departments of Labour, National Treasury, various industries , civil society and other stakeholders with respect to social insurance provisions to people in destitution as a result if contingencies , loss of income , death etc that render them vulnerable.

ENQUIRIES
:
Ms B Khunoane Tel no: (012) 312-7800

POST 06/74
:
SPECIALIST: RETIREMENT ACTUARIAL SCIENCES


Directorate: Retirement Reform

SALARY
:
R540 429 – 581 880 p.a. (Commensurate with experience) This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. The successful candidate will be required to enter into a performance agreement and to sign an employment contract. 
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised post-graduate Degree in Actuarial Sciences or Economics supplemented with sufficient experience. Knowledge of Public Finance Management Act. (PFMA) Knowledge of Economic Modelling. Knowledge and experience of quantitative modelling is an imperative. Competencies needed: Financial management skills. Economic Modelling Skills. Knowledge in financing of benefit schemes.  Communication (written, verbal and presentation) and liaison skills.  Planning and organising skills. Strategic capability and leadership skills. Customer Care skills.  Analytical skills.  Monitoring and evaluation skills. Policy development and implementation skills. Presentation and facilitation skills. Negotiation skills. Computer Skills. Research Skills. Problem solving skills. Coordination Skills. Interpersonal skills. Knowledge and experience in modelling in the areas of economics, demographics and social protection systems including pensions, death and disability benefits and distributional effects. Knowledge of insurance schemes. Attributes: Assertiveness. Ability to work independently and as part of a team. Compliance. Diplomacy. Ability to work under pressure. Decisiveness. Adaptability. Confident. Accuracy. Compliant. Self-starter. Trustworthiness. Integrity. 
DUTIES
:
Key responsibilities: Conduct research to develop models for social insurance schemes. Assess policies for death and disability benefits and develop appropriate financing model for distributional and redistribution effects of social insurance models.  Build a knowledge base of financing of benefits schemes. Consult and liaise with stakeholders with regard to retirement provisions.

ENQUIRIES
:
Ms OM Kubheka Tel no: (012) 312-7494

OTHER POSTS

POST 06/75
:
SPECIALIST: RETIREMENT PROVISIONS


Directorate: Retirement Reform

SALARY
:
R369 000 p.a. This inclusive remuneration package consists of a basic salary, the state’s contribution to the Government employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Degree in Actuarial Sciences or a post graduate qualification in Economics PLUS sufficient experience. Knowledge of Retirement Industry. Knowledge of Social Security Policy. Competencies needed: Financial management skills. Project management skills. Economic modelling and related quantitative skills Communication (written, verbal and presentation) and liaison skills.  Planning and organising skills. Strategic capability and leadership skills. Customer Care skills.  Analytical skills.  Monitoring and evaluation skills. Policy development and implementation skills. Presentation and facilitation skills. Negotiation skills. Computer Skills. Research Skills. Problem solving skills. Coordination Skills. Interpersonal skills. Attributes: Assertiveness. Ability to work independently and as part of a team. Compliance. Diplomacy. Ability to work under pressure. Decisiveness. Adaptability. Confident. Accuracy. Compliant. Self-starter. Trustworthiness. Integrity
DUTIES
:
Key Responsibilities: Conduct Research to determine appropriate retirement provisions. Identify gaps in retirement provisions and design policies to address them. Evaluate and review existing retirement systems, policies and strategies to ensure appropriate and optimal coverage during old age. Consult and liaise with civil society, stakeholders and general public with respect to social assistance provisions to survivors of retirement policy contributors.

ENQUIRIES
:
Ms OM Kubheka Tel no: (012) 312-7494

POST 06/76
:
ASSISTANT SOCIAL WORK MANAGER: FOSTER CARE


Directorate: Child Protection (Sub directorate: Alternative Care)

SALARY
:
R196 815 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelors Degree in Social Work or equivalent qualification PLUS experience in the field of foster care. Registration with the South African Council for Social Services Professions.  A valid code 08 driver's licence and willingness to travel. Competencies needed: Counselling skills. Planning and organising skills. Research skills. Communication (written, verbal & liaison) skills. Knowledge of child care legislation.Knowledge of and experience in policy analysis, formulation, implementation and monitoring. Computer literacy.  Facilitation skills
DUTIES
:
Key Responsibilities: Review existing and develop new policy, legislation, minimum standards and practice guidelines pertaining to foster care. Represent the Chief Directorate: Children on all HIV/AIDS forums inter and intra departmentally. Prepare memorandums, reports, responses, verbal replies, media releases and speeches for the Department. Facilitate conferences, workshops and meetings on foster care and HIV/AIDS. Render an advisory/information service on foster care and HIV/AIDS issues. Monitor and assess the quality of foster care services in provinces and communities. 

ENQUIRIES
:
Ms A Muller Tel no: (012) 312-7586

POST 06/77
:
ASSISTANT SOCIAL WORK MANAGER: SERVICES TO FAMILIES


Directorate: Families

SALARY
:
R196 815 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors Degree (or equivalent qualification) in Social Work and registration with the South African Council for Social Service Professions (SACSSP) plus credible experience in the field of families. The successful candidate must be willing to travel extensively.  Knowledge of relevant legislation and policies.  Knowledge and understanding of human behaviour and social systems. Competencies needed: Project Management, Financial Management, Quality Management, Planning and Organising, Monitoring and Evaluation, Problem Solving, Communication (written and verbal) skills, Computer literacy, Negotiation skills, Facilitation skills. Attributes: Optimistic, confident, Patient, Team leadership, Interpersonal skills, Assertive, Accurate, Systematic, Logical, Independent, Self drive, Problem solving, Ethical. 
DUTIES
:
Key Responsibilities: Participate in the development, implementation, monitoring and evaluation of policies, strategies and programmes for service delivery to families. Participate in the development of guidelines and minimum standards for services to families. Participate in the monitoring of the implementation of services and programmes to families. Represent the Department at Forums and promote partnerships with other stakeholders including civil society for services to families. Keep up to date with developments in the social work field.

ENQUIRIES
:
Ms R Ramphenyane Tel no: (012) 312-7786

POST 06/78
:
ASSISTANT DIRECTOR: COMMUNITY DEVELOPMENT PRACTICE


Directorate: Community Development Policy and Service Standards

SALARY
:
R157 686 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree (or equivalent qualification) in Development Studies, Community Development and other related studies PLUS sufficient and credible experience in community development.  Knowledge, experience and understanding of the public policy and development management. Knowledge and experience of current debates and options on community development practice. Knowledge of approaches for coordination and integration and linkages between three spheres of government. Willing to travel and in possession of code 8 driver’s license.  Competencies needed: Co-ordination and communication skills. Planning & Organising skills. Problem solving skills. Analytical skills. People Management skills. Computer literate. Facilitation skills. Presentation skills. Project management skills. Monitoring and evaluation skills. Computer literate. 
DUTIES
:
Key Responsibilities: Facilitate and coordinate Community Development Practice activities such as improving conditions of service and professionalization of the Community Development Practice. Facilitate linkages with relevant stakeholders including tertiary institutions on community development programmes. Facilitate and coordinate the development of Community Development guidelines, Norms and Standards. Develop and maintain a database of Community Development Practitioners of the department in the country and their location. Assist in the development of job-descriptions for Community Development Practitioners. Participate in regulars meetings with management and practitioners at various levels to identify problems and generate inputs and response to ensure an effective community development practice. Represent the Department in Intra and interdepartmental Community Development Practitioners’ task team. 

ENQUIRIES
:
Ms Mpontseng Kumeke Tel: (012) 312 7762

POST 06/79
:
SENIOR ORGANISATIONAL DEVELOPMENT OFFICER 


Directorate: Human Resource Management

SALARY
:
R132 054 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate National Diploma in Management Services (Organisation and Work Study) or an equivalent Degree/National Diploma plus the 10 week technikon certificate course in Organisation and Work Study PLUS sufficient experience in the Organisational Development and Work Study field.  Successful completion of the (EQUATE) Job Evaluation Certificate.  Knowledge of the job evaluation process and the EQUATE System.  Knowledge of Job Analysis and Design.  Knowledge of the Public Service Act, Public Service Regulations and Codes of Remuneration.  Experience in Work Study techniques, procedures and methods.  Willingness to work overtime.  Competencies needed: Analytical thinking.  Presentation skills.  Job analysis skills.  Planning and organising skills.  Communication (written and verbal) skills.  Problem-solving skills.  People management skills.  Benchmarking skills.  Interpersonal relations.  Research skills.  Report writing skills.  Project management skills.  Policy analysis skills.  Time management skills.  Attributes: Ability to work in a team and independently.  Accurate.  Self-starter.  Ability to work under pressure and to cope with a high work load.  Logical thinking.  Innovative and creative.  Compliant.

DUTIES
:
Key Responsibilities: Conduct work study investigations (organisation and post establishment, work flow, form design and job descriptions).  Maintain and ensure that the post establishment and organisational structure are correctly aligned at all times.  Provide feedback to clients by means of report writing and presentations.  Assist with the implementation of recommended solutions regarding organisational structure and processes to improve organisational efficiency.  Conduct job evaluation in the Department.  Develop, review and advise on job descriptions and specifications.  Render an advisory and liaison service on organisational development matters.  

ENQUIRIES
:
Ms N Mzima Tel no (012) 312-7415

POST 06/80
:
FINANCIAL ASSISTANT 


Chief Directorate: Families and Social Crime Prevention

SALARY
:
R132 054 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
 A National Senior Certificate (Grade 12) and/ or an appropriate recognised three year Bachelor’s degree or equivalent qualifications PLUS credible experience (depending on the qualification obtained) in financial management as well as government provisioning and procurement procedures. Competencies needed: Knowledge of the Public Finance Management Act, Treasury Regulations, Provisioning Administration Manual, State Tender Board directives (ST37 & ST36) as well as the Division of Revenue Act.  Management skills. Organising and planning skills. Communication  (written, verbal and liaison skills. Computer software knowledge and experience. Presentation skills. Exposure to project management and strategic processes will be an added advantage.
DUTIES
:
Key Responsibilities: Effectively controls and monitors the budget, provisioning administration and procurement functions of the Chief Directorate by Compiling monthly cashflow and expenditure projections for submission to the Directorate: Budgeting Planning and Monitoring. Facilitating the compilation of the zero based budget inputs from senior managers for timeous submission to the Directorate: Budgeting Planning and Monitoring.  Providing the projections on personnel expenditure in collaboration with the Directorate: Human Resource Management. Compiling a monthly report on the financial position of the Chief Directorate which reflects the expenditure trends according to the Basic Accounting System (BAS) expenditure reports and the manual expenditure system with projections for the remainder of the financial year, for tabling at the EXCO meetings. Maintaining the day to day expenditure records on the manual system according to source documents received.  Facilitating the verification of monthly BAS expenditure reports to ensure that discrepancies such as incorrect postings are identified and reported. Facilitating the implementation of an effective asset management system for the Chief Directorate as well as the proper safe guarding thereof.  Providing advice to senior managers in respect of all logistical functions in collaboration with the Subdirectorate: Logistics. Liaising with the Sub Directorate: Internal Control in terms of the implementation of departmental policies, procedures, processes and internal control mechanisms in line with the Public Finance Management Act, 1999, Treasury Regulations and other related prescripts and guidelines which will affect the Chief Directorate.  Facilitating the compilation and co-ordination of inputs from the Chief Directorate to the annual financial statements of the Department. Facilitating the timeous response to audit queries and ensuring that set due dates are met. Providing assistance with the completion and controlling of payment advices, VAS2's, travel and subsistence advances and claims.

ENQUIRIES
:
Ms C Nxumalo Tel no: (012) 312-7386

POST 06/81
:
ADMINISTRATIVE OFFICER


Directorate: Families

SALARY
:
R106 335 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree (or equivalent qualification) PLUS credible experience in the administrative field.  Knowledge of financial, provisioning and procurement prescripts and procedures.  Competencies needed: General office administration skills.  Planning and organising skills.  Communication (written, verbal and liaison) skills.  Computer literacy.  Ability to analyse and interpret policies in the disability sector.  Ability to store, track and retrieve documents. 
DUTIES
:
Key Responsibilities: Render administrative support to the Directorate: Families. Organise and act as secretariat at meetings chaired by the Director/Social Work Manager. Act as a link between the Director’s office and the officials within the Directorate: Families to ensure coordination and management of documents, workshops and meetings. Collate and edit submissions. Draft administrative related submissions as required. Maintain a monitoring system for correspondence received from/and /or referred to stakeholders. Arrange travel and accommodation for officials. Assist in coordinating human resources activities regarding issues, such as leave of officials, performance management, workshops and courses. Process cell phone claims and telephone accounts, as well as payment of invoices. Make photocopies of documents and attend to binding when necessary. Sending of faxes. Filing and opening of new files. Obtaining codes for outsourcing of services, ordering of furniture, stationary and logistical assets through LOGIS.

ENQUIRIES
:
Ms R Ramphenyane Tel no: (012) 312-7786

POST 06/82
:
SENIOR ACCOUNTING CLERK: BOOKKEEPING (2 POSTS)


Directorate: Financial Administration

SALARY
:
R85 362 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate with Accounting PLUS sufficient experience in Public Sector Finance.  Knowledge of the PFMA and Treasury Regulations. Knowledge and understanding of the BAS system. Knowledge and understanding of Financial and supply chain procedures.  Competencies needed: Ability to analyse and interpret financial statements.  Planning and organising skills.  Communication (verbal and written) skills.  Problem-solving skills.  Presentation skills.  Customer care skills.  Computer literacy. Analytical skills.  Financial management Skills. Attributes: Accurate.  Compliant.  Ability to work under pressure and. Adaptable. Disciplined. Diversity Commitment. Friendly and trustworthy. Diplomacy. Ability to work independently and in a team. Self starter. Assertive. Persuasive.
DUTIES
:
Key Responsibilities: Verify all requests for payments received for allocation codes and supporting documentation. Capture all payments. Ensure payments adhere to legislation, government prescripts and departmental policies and procedures. Prepare payment advices for large account.  Perform monthly reconciliation of accounts to ensure that all invoices are paid in time. Perform administrative tasks relating to safeguard of documents.  Attend to queries related to payments.

ENQUIRIES
:
Mrs R Henning Tel no: (012) 312-7780

ANNEXURE O
DEPARTMENT OF WATER AFFAIRS AND FORESTRY

The Department of Water Affairs and Forestry is an equal opportunity, affirmative action employer. The intention is to promote representivity in the Public Service through the filling of these posts and persons whose appointment will promote representivity, will receive preference.

CLOSING DATE
:
07 March 2008

NOTE
:
Applications must be submitted on forms Z83, obtainable from any Public Service Department, and should be accompanied by a comprehensive CV as well as certified copies of qualifications. For all posts, please forward your applications, quoting the relevant reference number, to the address mentioned at each post. No faxed applications will be accepted. Note: If you have not heard from us within 6 weeks of the closing date, please accept that your application was unsuccessful. An indication by candidates in this regard will facilitate the processing of applications. If no suitable candidates from the unrepresented groups can be recruited, candidates from the represented groups will be considered.

OTHER POSTS

POST 06/83
:
PRINCIPAL COMMUNITY DEVELOPMENT OFFICERS (3 POSTS)
SALARY
:
R132 054 per annum

CENTRE
:
Polokwane Regional Office (2), Waterberg District (1)

REQUIREMENTS
:
*A three year recognized tertiary qualification preferably in Social Sciences. *Extensive experience on community development. *Proven track record of community water and sanitation services development. *Leadership and Management skills. *The following will serve as recommendations: *Knowledge of policies and regulations. *An understanding of the political and social dynamics of role players in the relevant district/ area. *Facilitating skills. *Problem solving and decision making skills. * Negotiation and conflict resolution Skills. *Post matric community development/capacity building training courses. *The ability to communicate in language of the areas listed above-(Tsonga, Northern Sotho, Venda, Afrikaans, English and Ndebele) will be an added advantage.

DUTIES
:
* Responsible for community development activities (water and sanitation) in the area of appointment, the appointee’s duties will include: *Giving guidance on DWAF/government policies, guidelines and procedures to internal stakeholders. *Promoting long-term sustainability of water and sanitation projects. *Monitoring and evaluation of the implementation of water services projects in accordance with ISD principles. *Establishment of water services institutions. *Support to local government/ municipalities. *Contract and office administration. *Liaison with local authorities, government departments, PSPs, private sector, NGOs and other role players in the water services sector. *The successful candidate must be prepared to relocate to the centre of appointment.  

ENQUIRIES
:
Mr. Masibigiri R.R.L (015) 290 1209

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. Makgakga M.P

POST 06/84
:
LABOUR RELATIONS OFFICER
SALARY
:
R132 054 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
An appropriate three year tertiary qualification plus appropriate experience in Labour Relations. *A sound knowledge of Labour Relations Act 66 of 1995, Public Service Act and Regulations, Basic Conditions of Employment Act, and Public Service Bargaining Co-ordinating Council’s resolutions. *Excellent verbal and written communication skills. 

DUTIES
:
Facilitate and investigate grievances, attending to employees complaints. *Investigate misconduct cases, represent employer at disciplinary hearing, presiding over disciplinary cases. *Resolve disputes. *Facilitate the restructuring and transfers. *Advise line functionaries and employees on Labour Relations issues. *Training employees on different aspects pertaining to Labour Relations. *Promoting a conducive Labour Relations environment in the regions. 

ENQUIRIES
:
Mr. V.C Mudau Tel. (015) 290 1438

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. Nzima M.J 

POST 06/85
:
SENIOR STATE ACCOUNTANT (3 POSTS)
SALARY
:
R132 054 per annum

REQUIREMENTS
:
RVQ13 in the commerce or relevant fields; or Grade 12 plus extensive experience. Experience in Supervision, People Management and Strong Leadership Qualities are desirables. Sound knowledge of current management issues, than administrative routines. Wide exposure to Government’s position on Financial Management Transformation, Current Practices in reporting and applicable policies and legislative framework is a MUST know. Computer literacy, communication, presentation, and other skills are a recommendation.

DUTIES
:
Planning and Budgeting: Planning and Budgeting in the MTEF time frames. Cash flow management in the short-term view. Forecasting, reporting and analyzing reports. Attend meetings and report writing. Creating and maintaining client relations and support. Risk Management. Training and supervision of staff. Pay Roll Management: Planning and Execution of Persal Operations. Accounting for expenditure trends in the Staff Account. Liaising with stakeholders both internally and externally. Creating and maintaining client relations and support. Risk Management. Training and supervision of staff. Revenue Management: Planning and execution of Revenue Management plans. Reporting of deviations from plans and follow up on cases of non-performance, and reconciliations. Implementation of safe revenue procedures the Region Over.  Creating and maintaining client relations and support. Risk Management. Training and supervision of staff.

ENQUIRIES
:
Mr. Ramovha T.E/Mrs. Monyepao M.R. Tel. (015) 290 1201/1709

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima

POST 06/86
:
SENIOR PROVISIONING ADMINISTRATION OFFICER (3 POSTS)
SALARY
:
R132 054 per annum.

REQUIREMENTS
:
RVQ13 in the commerce or relevant fields; or Grade 12 plus extensive experience. Experience in Supervision, People Management and Strong Leadership qualities are desirables. Sound knowledge of current management issues, than administrative routines. Wide exposure to Government’s position on Financial Supply Chain Management Transformation. Current Practices in reporting and applicable policies and legislative framework is a MUST know. Computer literacy, communication, presentation, and other skills are a recommendation. Knowledge and Training in SAP, BAS and Persal will be an advantage.

DUTIES
:
Demand and Acquisition Management: Research into strategic supplier of service delivery products, Populating and managing the data base periodically, Promotion of BEE principles. Supporting and managing the governance structures of the procurement process. Advising management on procurement issues. Asset Management: Co-ordinating asset planning processes in the Region. Management of the asset port-folio in the Region, Disposal of assets in the Region. Reporting and record keeping. Internal Control: Quality Control on Financial Operations, Periodic inspections, Risk Assessment, Special Assignments, Co-ordinate external audit, Training of staff on risky areas, new ventures, etc.

ENQUIRIES
:
Mr. Nyavani M.G/Mrs. Musetsho M Tel. (015) 290 1206/1204

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. K.H Makola

POST 06/87
:
SENIOR SECRETARY GR. I TO THE DIRECTOR: WATER RESOURCES MANAGEMENT

SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Grade 12 certificate or equivalent qualification with appropriate subjects passed and appropriate secretarial experience. *Knowledge of Microsoft Office. The following will serve as a recommendation. *A secretarial qualification.
DUTIES
:
Reporting to the Director: Water Resource Management Support, incumbent will: Prepare/manage documents. *Manage incoming calls. *Manage Director’s Diary. *Manage meetings/workshop arrangements. *Manage personnel database. *Manage office supplies. *Assist with management of human resources.

ENQUIRIES
:
Mrs. M.M Komape. Tel. (015) 290 1463

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Ms. S.B Matlopela

POST 06/88
:
CHIEF ACCOUNTING CLERK (2 POSTS)
SALARY
:
R106 335 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Grade 12 plus extensive experince. RVQ13 in the commerce or relevant fields will serve as an advantage. Abilities in group activities. Knowledge of BAS and SAP Systems solutions. Practices in reporting and grasp of applicable policies and legislative framework are essential. Computer literacy, communication, presentation, and other skills are a recommendation.

DUTIES
:
Planning and Budgeting: Facilitating Planning and Budgeting in the MTEF time frames. Cash flow management in the short-term view. Forecasting, reporting and analyzing reports. Attend meetings and report writing. Creating and maintaining Internal Client relations and support. Risk Management. Training and supervision of staff. Revenue Management: Execution of Revenue Management Plans. Reporting of deviations from plans and follow up on cases of non-performance, and reconciliations. Implementation of safe revenue procedures the Region Over.  Training and supervision of staff.

ENQUIRIES
:
Mr. Ramovha T.E/Mrs. Monyepao M.R. Tel. (015) 290 1201/1709

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. K.H Makola

POST 06/89
:
COMMUNITY DEVELOPMENT OFFICER (SANITATION) (2 POSTS)
SALARY
:
R85 362 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
An appropriate recognized three-year tertiary qualification. The following will serve as recommendations: Project and Programme Management. Appropriate experience in projects planning and implementation (water and sanitation) *Knowledge of relevant legislation: National Water Act and Water Services Act. *Good written and verbal communication skills. *Computer literacy, preferably in MS Excel, MS Word and MS PowerPoint.

DUTIES
:
*Project and Programme Management of the sanitation projects within the sanitation services projects. *Assist and support the Water Services Authorities in the pre-planning and planning of the sanitation projects. *Attend all water services sector meetings. *Manage the implementation institutional sanitation projects. *Liaison with other sector departments on the infrastructure development programme. *Monitor and evaluate the implementation of sanitation projects. *Produce analytical reports which reflect sanitation services projects progress against intended targets. *Evaluate the water services sector technical reports. 

ENQUIRIES
:
Mr. R.E Matukane, Tel. (015) 290 1200

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. K.H Makola

POST 06/90
:
SENIOR ADMINISTRATION CLERK GR III
SALARY
:
R85 362 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Grade 12 certificate plus appropriate and relevant experience. *Excellent administrative, organizational and communication skills. *Computer literacy. *Be able to work under pressure and in a team. 

DUTIES
:
*Preparing the payments for cellular phones. *Rental payment of office machines. Liaise with the relevant suppliers on office machine. *Maintenance on office building. Liaise with the relevant stakeholder on office accommodation. * Controlling stationery and stock. *Requisition of goods and services. *Performing variety of administration functions.

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

ENQUIRIES
:
Mr. M.D Motala, Tel. (015) 290 1318

FOR ATTENTION
:
Mr. M.J Nzima

POST 06/91
:
SENIOR ACCOUNTING CLERK (4 POSTS)
SALARY
:
R85 362 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Grade 12 plus appropriate and relevent experience. RVQ13 in the commerce or relevant fields will serve as an advantage; Experience in group activities. Sound abilities to navigate in BAS, SAP and Persal Systems solutions. A sense of Financial Management principles. Practices in reporting and basics of applicable policies and legislative framework are essential. Computer literacy, communication, and other skills are a recommendation.

DUTIES
:
Budgeting: Facilitating Budget capturing, execution of approved virements during revision and adjustments budgets, Cash flow Management in the short-term view, and reporting. Creating and maintaining Internal Client relations and support. Self-development and Training. Adjustment estimates processing. Revenue Management: Invoicing, Accounting for receivables, Reconciliation of billed with receipts, escalating debtors not capable of rendering payments on time, any other clerical activity. Payments of Creditors: Checking of payments, Processing of payments, Record keeping and any other clerical activities. Pay roll Management: System maintenance. Checking of deductions orders, liaising with beneficiaries and affected staff clients. 

ENQUIRIES
:
Mr. Ramovha T.E/Mrs. Monyepao M.R. Tel. (015) 290 1201/1709

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.P Makgakga

POST 06/92
:
SENIOR ADMINISTRATION CLERK GRADE II
SALARY
:
R68 955 per annum 

CENTRE
:
Hydrometry, Tzaneen

REQUIREMENTS
:
Senior certificate with appropriate experience in office administration. Excellent organizational, coordination and time management skills. Good communication skills, interpersonal sensitivity and confidentiality, flexibility and creativity. Proven working experience in Ms Word, Excel, PowerPoint and Outlook. Able to work under pressure and independently. Ability to pay attention to details. Knowledge of government systems, procedures and processes. A valid code EB driver’s licence.   Minute taking skills.

DUTIES
:
The successful incumbent would be expected to render efficient general administrative support functions to Hydrometry. Coordinate workshops, schedule meetings, provide secretarial support at meetings. Coordinate reports. Control and manage the filing of records/documents. Faxing, photocopying, and binding. Handling routine correspondence and enquiries.
ENQUIRIES
:
Ms A Nienaber. Tel. (015) 307 8600

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.P Makgakga

NOTE
:
No official housing available.

POST 06/93
:
PRINCIPAL AUXILIARY OFFICERS (4 POSTS)
SALARY
:
R68 955 per annum 

CENTRE
:
Hydrometry, Tzaneen

REQUIREMENTS
:
Grade 12 certificate with Mathematics and/or Earth Science as subjects. High degree of computer literacy and skilful in the usage of Windows-driven programmes such as Excel, Ms Word, PowerPoint, etc. A valid (code EB) driver’s license and good driving expertise. Appropriate knowledge of and practical experience in hydrological data capturing and processing is recommended. Applicants with relevant knowledge will be given preference. Proven ability to operate independently. Basic knowledge on maintenance at gauging stations. The successful candidate will be traveling extensively and will be away from home for long periods of time.

DUTIES
:
Collect and assist technical staff with the capturing and processing of Hydrological data. Execute quality measures to ensure reliable data. Execute light maintenance on Hydrological gauging stations. Install data capturing devices and maintenance thereof. Render hydrometrical support services to technical staff and assist in specialized activities.  Technical report writing.

ENQUIRIES
:
Mr. T Brandt Tel. (015) 307 8600

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. K.H Makola

NOTE
:
No official housing available.

POST 06/94
:
SENIOR ACCOUNTING CLERK GR I (2 POSTS)
SALARY
:
R58 290 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Senior Certificate or equivalent qualification plus appropriate experience. Good verbal and written communication skills. Able to work under range of internal and external clients/stakeholders. Computer literacy. Knowledge of SAP, Revenue Management., Knowledge of the National Water Act No 36 of 1998, Water Service Act No 108 of 1997, PFMA, Treasury Regulations and Water Use Registration process. 

DUTIES
:
Answering calls and faxes relating to customer queries. Obtaining proof of payment from customers. Maintaining and clearing of customer accounts. Providing customers with status and summary of accounts. Filing and record keeping. Capturing of receipts on SAP

ENQUIRIES
:
Mr. M.S Makhuvele/Mrs. Ramadikela M.M. Tel. 015 290 1213

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. K.H Makola

POST 06/95
:
SENIOR ACCOUNTING CLERK (7 POSTS)
SALARY
:
R58 290 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Grade 12 plus appropriate and relevant experience. RVQ13 in the commerce or relevant fields will serve as an advantage. Active and easy-going in group activities. Some ideas about BAS, SAP and PERSAL Systems solutions. Clerical orientation in Finance and Supply Chain Management environment. A sense of Finance environment.  Computer literacy, communication, and numeric skills are a recommendation.

DUTIES
:
Clerical duties in ordering, checking payments, logistics, record keeping, calculations etc. 

ENQUIRIES
:
Mr. Ramovha T.E/Mrs. Monyepao M.R. Tel. (015) 290 1201/1709

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Ms. S.B Matlopela

POST 06/96
:
DRIVER/OPERATOR (2 POSTS)
SALARY
:
R58 290 per annum 

CENTRE
:
Hydrometry, Tzaneen

REQUIREMENTS
:
Incumbent must be in possession of a valid Code EC driver’s license, with public driver’s permit. (Certified copy must be attached) Must have site experience in operation of any civil construction plant (i.e. excavator; bulldozer; tractor loader; back actor; etc). Must be willing to undergo training to obtain the necessary operator’s license. Appropriate experience in civil construction. Good communication skills, physically fit and must be able to read and write.  The successful candidate will be working with maintenance teams and will be away from home for long periods of time. 

DUTIES
:
The successful candidate will be responsible for all operator tasks as required. The candidate must also be willing to do adhoc duties as a Tradesman Aid. Operation of any other minor civil construction equipment that doesn’t require special training (e.g. jack hammer work, etc).

ENQUIRIES
:
Mr. T Brandt Tel. (015) 307 8600

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.P Makgakga

NOTE
:
No official housing available.

POST 06/97
:
ADMINISTRATION CLERK - GRADE 1
SALARY
:
R49 665 per annum

CENTRE
:
Limpopo Regional Office

REQUIREMENTS
:
Senior Certificate (12) or equivalent qualification. The following will serve as recommendations: Computer literacy (Word and Excel). Good interpersonal skills. Good written and communication skills. Practical experience of reception and office administration duties. Minute taking skills.

DUTIES
:
Liaise with water samplers and analyzers like CSIR,ERWAT, Polokwane Municipality etc regarding clarity on parameters and results consistency Operate Water Management Systems database Capture historical and new data into the system Retrieve data for internal and external use as and when required, Liaise with Resource Quality Services with regard to capturing and maintenance  of data, Assist with the developing filing system for hard copies, Handling queries from water user sectors and other stakeholders, Perform other related administrative duties, Reception duties Making logistic arrangements for meetings, workshops and conferences, Assist with bookings arrangements and procurement of office support system, Handle routine correspondences, enquiries, faxing, photocopying, and preparations of claims.

ENQUIRIES
:
Mr. HD Mabada. Tel. 015 290 1200

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima

POST 06/98
:
ADMINISTRATION CLERK GRADE 1 (2 POSTS)
SALARY
:
R49 665 per annum

CENTRE
:
Polokwane/Tzaneen

REQUIREMENTS
:
Senior Certificate or equivalent, Computer literacy and knowledge of the National Water Act (No.36 of 1998) 

DUTIES
:
Work as receptionist, receive clients/stakeholders and direct, capture  water use licenses on database, operate and maintain tracking system, make photo-copies, look after machines and report, fax documents, distribute faxes from outside, giving registration forms to applicants, Ensure proper functioning of help desk.

ENQUIRIES
: 
Mr. M.S Makhuvele. Tel. 015 290 1369

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Ms. S.B Matlopela

POST 06/99
:
ADMINISTRATION CLERK GR. II ( 2 POSTS)
SALARY
:
R49 665 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Grade 12 certificate and equivalent experience. *Computer literacy. *Good administration and communication skills. *Good interpersonal relations skills and be able to work under pressure and in a team. 

DUTIES
:
*Requisition and purchase of goods and services. *Booking of venues for meetings and workshops. *Payments of emergency and rental services. *Bookings of travel and accommodation for staff members. *Provide general office administration duties. 

ENQUIRIES
:
Mr. M.D Motala, Tel. (015) 290 1318

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima

POST 06/100
:
PERSONNEL OFFICER GR. II (3 POSTS)
SALARY
:
R49 665 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
*A grade 12 certificate or equivalent recognized qualification plus relevant experience. *Knowledge of PERSAL, Human Resources Policies, Acts and Regulations. *Good communication (written & verbal) and interpersonal related skills. 

DUTIES
:
*Drafting of adverts to be advertised in the Media and the PSVC. *Take minutes during interviews. *Compile submissions for appointments, promotions, retention of services, and translation in rank. *Implementation of HR transactions on Persal. *Assist candidates to complete claims forms.

ENQUIRIES
:
Mr. H.G Masia (015) 290 1348

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima
POST 06/101
:
PERSONNEL OFFICER GR. II
SALARY
:
R49 665 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
 *A grade 12 certificate or equivalent recognized qualification plus relevant experience. *Computer literacy (MS Word) is vital. Good communication skills, interpersonal skills. Ability to work in a team and independently. Be able to work under extreme pressure. Be able to interact with internal and external clients. Knowledge of labour legislation and other relevant prescripts. 

DUTIES
:
Type letters, memorandum, minutes, reports and submission for Labour Relations office. Liaising with internal and external clients. Photocopying, faxing and posting correspondences. Filing documents, answering telephone and taking messages. Arranging diary for Labour Relations Office.

ENQUIRIES
:
Mr. V.C Mudau (015) 290 1438

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima 

POST 06/102
:
AUXILIARY SERVICES OFFICER (SANITATION)
SALARY
:
R49 665 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Grade 12 certificate or equivalent and appropriate experience in the field. The following will serve as recommendation: *Knowledge and understanding of Water Sector Programme. *Good written and verbal communication skills. *Computer literacy, with more emphasis on Spreadsheets. 

DUTIES
:
*Compile weekly and monthly water services reports including those to the donors. *Record queries regarding the implementation of the water services projects. *Administrative support to Sanitation Unit and Water Services Development Monitoring Units. *Filing of the water services reports. *Preparation of the payment certificates.

ENQUIRIES
:
Mr. R.E Matukane, Tel. (015) 290 1246

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima

POST 06/103
:
ADMINISTRATION CLERK GR. I


Sustainable Programmes

SALARY
:
R49 665 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
A Grade 12 certificate or equivalent and appropriate experience in the field. The following will serve as recommendation: Knowledge and understanding of Water Sector Programme. *Good written and verbal communications skills. 

DUTIES
:
*Compile weekly and monthly water services reports including those to the donors. * Record queries regarding the implementation of water services projects. *Administrative support to Sustainable programme and Water Services Development Monitoring Units. *Filing of water services reports. *Preparation of the payments certificates. 

ENQUIRIES
:
Mr. N.V Matshinyatsimbi. Tel. (015) 290 1439

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700

FOR ATTENTION
:
Mr. M.J Nzima

ANNEXURE P
PROVINCIAL ADMINISTRATION: EASTERN CAPE

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)

CLOSING DATE
:
15 February 2008

NOTE
:
All applications must be submitted on Z83 form obtainable from any Public Service Department, or http://www.ecdoh.gov.za /uploads/files/ 110706122520. pdf  and must be completed in full accompanied by certified copies of ID, driver’s license (where applicable) and qualifications together with recent Curriculum Vitae, stating the reference number and the post for which being applied and forwarded to the address above. NB:  No faxed, e-mailed or late applications will be considered. Applicants may be assessed. The Department reserves the right not to fill the post. Correspondence will be limited to short listed candidates only. Short listed candidates should avail themselves for the interviews at the specified time and venue as determined by the Department otherwise they will forfeit the opportunity.
OTHER POSTS

POST 06/104
:
DEPUTY DIRECTOR: ORGANIZATIONAL STRATEGIC PLANNING REF NO: DD/BUSP/01/08

SALARY
:
R369 000 per annum (plus competitive benefits)

CENTRE
:
Bhisho – Head Office

REQUIREMENTS
:
An appropriate recognized three year Bachelor’s Degree or equivalent qualification.  (RVQ13) in Health Sciences with at least three years experience in the area of Strategic Planning.  Knowledge of Public Sector administration, National and Provincial Health Acts and their Regulations, Public Service Act and Regulations, Public Finance Management Act and other relevant National and Provincial Prescripts. Understanding of government and other related administrative systems.  Good interpersonal, organizing and planning skills. Good verbal skills to put across point of view confidently in meetings, negotiations and presentations, including the written skills needed to put ideas down on paper in a concise business format. Ability to initiate, support and champion organizational transformation and change in order to successfully implement new initiatives and delivery commitments within the ECDoH through strategic planning. Ability to facilitate strategic planning sessions and producing a clear thought strategic plan with implementable operational plan. Clear understanding, interpretation and analysis of Health Indicators for strategic planning purposes. Knowledge, possession and application of computer skills e.g. Word, PowerPoint, Excel, and other computer programmes for planning, etc. Knowledge of Health Information Systems and the ability to utilize them for strategic planning, e.g. District Health Information System, Integrated  Health Planning Framework, will be an added advantage. A valid code 08 (Code B) Driver’s License is an inherent requirement. Please note, not a learner’s License.

DUTIES
:
Facilitating, coordinating and developing the strategic Plans of the Eastern Cape Department of Health, i.e. 1 Year Operational Plan, 3 Year Annual  Performance Plan and 5 Year or Long Term Macro or Strategic Plans of the Eastern Cape Department of Health. Ensure the integrated planning is implemented in the Eastern Cape Department of Health in line with the Provincial and National Requirements.  Ensure integration of departmental planning and individual performance planning to achieve alignment in planned objectives.  Facilitate the integrated planning with the Social Needs Cluster Departments to ensure that integrated outputs of the cluster that relates to health are achieved. Aligning all operational plans (Districts Health Plans and Health Institutions) with the strategic plan of the ECDoH, including PGDP requirements, Chapter Nine Institution’s Mandates, National Department of Health’s Strategic Plans and Health Council Priorities, the Millennium Development Goals, the Provincial Cross Cutting Obligations and the High Impact Priorities within the Eastern Cape Province. Development and utilization of an Integrated Plan and Budget Framework and Integrated Health Planning Framework for the Eastern Cape Department of Health in the development and management of the strategic plan of the Department. Management Responsibilities: Management of the finances of the Integrated Strategic Plan Directorate in line with the Public Finance Management Act, 1999, and the prescripts of National and Provincial Treasury. Assist in the General Management of the Sub-Directorate:   Organizational Strategic Planning, especially the measurement of quality service provided by the Sub-Directorate to its clients. Management of Human Resources or People within the Sub-Directorate.  Approximately 05 officials are located in this Sub-Directorate. Assist in the maintenance of appropriate internal controls and reporting systems in order to substantiate performance. All lawful requirements imposed by way of the HOD, Chief Director and Director’s directives and / or instructions, Provincial Cabinet decisions, Provincial Cabinet Office circulars, Provincial Treasury Regulation and communications from the Provincial Auditor General are complied with.

ENQUIRIES
:
Mr. F. Bekwa @  040 635 9085

APPLICATIONS
:
Applications should be forwarded for the attention: The Director, Strategic Planning, Private Bag X 0038, BISHO, 5605 or hand delivered at House No. 19, Amatola Business Village Bisho.

POST 06/105
:
CHIEF MEDICAL OFFICER REF NO:CMO/KH/01/08
SALARY
:
Annual progression up to a maximum salary of R369 000 per annum 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
:
Khotsong TB Hospital

REQUIREMENTS
:
Appropriate degree in medicine, registration with the health professional council of South Africa. Good human relations.

DUTIES
:
Render general clinical duties in relevant specialist. Participate in the multi disciplinary tem. Provide auxiliary services.

ENQUIRIES
:
Mrs. CN Novuka @ 039 737 3584

APPLICANTIONS
:
Applications should be forwarded to: Tower Hospital, Private Bag X 228, Fort Beaufort, 5720

POST 06/106
:
PRINCIPAL MEDICAL OFFICER REF. NO: PMO/NKH/004/08
SALARY
:
R311 358 - R360 909 per annum 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.

CENTER
:
Nessie Knight Hospital

REQUIREMENTS
:
MBCHB or equivalent qualifications. Registration with HPCSA as a medical practitioner. Minimum of 2years experience as a medical officer. 

DUTIES
:
Good interpersonal relationship. Good communication, teambuilding and motivational skills. Ability to deal with all medical, surgical, paediatrics, obstetric and gynaecological patients and all other emergencies. Knowledge of anaesthesia would be an added advantage. Knowledge of ethical practice. Perform daily ward rounds and take care of patients in the wards. Provide support and supervision to nursing and junior medical colleagues. Attend to outpatients, assist in the provision of an after hours emergency service as indicated in the duty roster. Assist Chief Medical Officer in administrative duties.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/107
:
PRINCIPAL MEDICAL OFFICER REF NO: PMO/TBH/007/08
SALARY
:
R311 358 per annum (15% plus scarce skills & 22% rural allowances and other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
MBCHB degree plus current registration with HPCSA as Medical Practitioner. 2 years practical experience as a Medical Officer of which one year must be in the field of HIV/AIDS management. Experience in all Medical specialities, especially anaesthetics, Paediatrics, Obstetric and Gynaecology, General Surgery, Psychiatric, Orthopaedic and HIV/AIDS.

DUTIES
:
Provision of medical, surgical and emergency care for all departments within the Hospital, including a 24 hour OPD services. Provide and strengthen all primary care services attached to Tayler Bequest Hospital. Communicate, implement programmes ensuring optimal patients care. Implement and monitor health care programmes. Facilitate staff training. Education of professional staff. Involvement with strategic planning for medical services. Support quality improvement programmes like TB Management Roll Out and manage HIV/AIDS programmes.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/108
:
2 X ASSISTANT NURSING MANAGERS REF NO: ANM/TBH/008/08
SALARY
:
R196 815 – R228 492 per annum (12% rural allowances and other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
Basic qualifications accredited by the SANC in Terms of Government Notice 425 (i.e. Diploma/Degree in nursing or equivalent qualification that allows registration with SANC as a Professional Nurse). A minimum of 8 years appropriate/recognisable experience in nursing after registration as Professional Nurse with the SANC in General Nursing. At least 3 years of the period referred to the above must be appropriate/recognisable experience at Management level.

DUTIES
:
Exercise duties and functions with proficiency in support of the aims and strategic objectives of the Institution and to perform duties/functions within the Prescripts and all applicable legislation. Ensure that educational and professional nursing standards are maintained in order that nursing practice sage and effective nursing care. Develop, implement, monitor and evaluate the Human Resource Development Programme for staff in consultation with the Nursing Service Manager. Consult with the Hospital management and other role player to ensure that the identified patient’s needs are being addressed. Form part of the strategic planning team for the Nursing Services Management Component. Ensure that performance management is implemented.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/109
:
CHIEF PHARMACIST REF.NO: CP/TBH/009/08

SALARY
:
R196 359 per annum (12% rural Allowances, 15% scarce skills and other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
B.Pharm Degree plus current registration as a Pharmacist with the pharmacy council plus at least 3 years or more experience as a pharmacist, of which a minimum of 1-2 years must be supervisory in the Pharmacy field. A valid driver’s license minimum of code 08.

DUTIES
:
Ability to work in a team, good communication and interpersonal skill. Overall management of Pharmacy department of the hospital including financial, human resources and drug supply management. Co-ordinate training programmes such as Pharmacy Assistant and in-service training for clinicians. Provide medicine related information to clinical staff. Ensure 24 hour access to drug. Monitor patient’s treatment medicine usage through clinical audits and therapeutic committee. Develop, implement and monitor standards, operating procedure and policies for all aspects of the Pharmaceutical services, in accordance with the Applicable legislation, regulation and good pharmacy practice. Overall management of ARV roll out program. Manage outreach programme.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/110
:
SENIOR MEDICAL OFFICER REF. NO: SMO/NKH/003/08)
SALARY
:
R196 815 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital

REQUIREMENTS
:
MBCHB degree 2-3 years work experience. Registration with the HPCSA. Knowledge related to clinical practices. Knowledge and understanding of disease profiles in the Eastern Cape. Good verbal and written communication skills. Ability to lead and be part of a multi-disciplinary team, Computer literacy.

DUTIES
:
To provide quality medical services that supports a Multidisciplinary approach in order to contribute to optimal health care. Make a meaningful contribution in areas of responsibility so that teams can adopt an integrated approach to strategic planning. Monitor impact of polices, procedures and guidelines and provide feedback to seniors. Identify problems, and communicate these seniors. Deliver customer services in line with the principles of Batho Pele. Implement the quality assurance programme, report on its impact on service delivery and make suggestions for continuous improvement. Identify the needs and expectations of the communities served and channel information to the right sources so that future services planning can be enhanced. Diagnose and evaluate patient’s state of health including physiological and physical health. Promote a multidisciplinary approach to health care by working closely with the health care team.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/111
:
CHIEF RADIOGRAPHER REF.NO: CR/TBH/003/08
SALARY
:
R157 686 per annum (plus scarce skills & rural allowance and other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
An appropriate three (3) year National Diploma or Degree in Diagnostic Radiography. Current registration with HPCSA in Diagnostics as well as proof of registration. Minimum of 5 years post graduation experience of which 2 years must be a Senior Radiographer. Course/Certificate in ultrasound will be an added advantage. 
DUTIES
:
Provide high quality radiographic and ultrasound Services to patients. Participate in shift and standby duties including nights, weekends and public holidays. Participate in Quality Assurance and Quality improvements programmes. Give factual information to patients and clients on Radiography. Promote Batho Pele in the Execution of all duties for effective and efficient service delivery. Inspect and utilise equipments professionally to ensure that they comply with safety. Assist in developing protocols to ensure that the Radiographic services comply with the radiation control legislation. Make recommendation with regards to policies/strategies for the effective functioning of the x-ray departments.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/112
:
PRINCIPAL DIETICIAN REF. NO: PD/TBH/005/08
SALARY
:
R157 686 per annum (plus 17% rural allowance & other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
Degree /National Diploma in Dietetics. 2 years experience in a clinical setting post community service. Current registration with the HPCSA as a Dietician.

DUTIES
:
To execute all dietetic management duties and responsibilities to the best of your knowledge, ability and within the ethos of the hospital. To provide, monitor and evaluate nutrition service to comply with valid standards and indicators and follow up all patients receiving nutritional interventions. To assist with clinical training of staff on nutrition related issues. Participate as a team member in the HIV/AIDS programme. Provide comprehensive nutrition service to HIV/AIDS patients, including assessment, screening for nutritional status supplementation. Advice on diets according to nutritional status, symptoms or side effects. Provide nutritional education to patients with chronic illnesses. Keep accurate records and submit statistics to the data capturer. Ensure the cost effective management of the department yet up to standard nutrition services.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/113
:
ASSISTANT DIRECTOR QUALITY ASSURANCE REF.NO: ADQA/ NKH/001/08

SALARY
:
R157 686 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital
REQUIREMENTS
:
A bachelor degree in a health related field. 3yrs appropriate experience in a managerial position. A strong general nursing science background and experience. Knowledge of Quality Assurance polices Batho Pele principles, performance Management and Development System, Skills Development legislation and application and principles of hospital infection control. Ability to display leadership skills
DUTIES
:
Manage implementation of quality assurance policies within the hospital facilities the implementation of PMDS. Manage the skills development programme in the hospital. Manage the infection control programme in the hospital. facilitate and conduct patient satisfaction survey

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X 420, Qumbu, 5180.

POST 06/114
:
CHIEF PHYSIOTHERAPIST REF NO: CP/TBH/013/08
SALARY
:
R157 686 per annum (17% rural & 10% scarce skills and other competitive benefits)

CENTRE
:
Tayler Bequest Hospital
REQUIREMENTS
:
Must be in possession of a Degree in Physiotherapy. Registration with the Health Professions Council of South Africa as a Physiotherapist plus at least 2 years experience. Experience in a Public Hospital or similar State Facility will be an added advantage. Knowledge of National and Provincial Health legislative framework governing Rehabilitation and Physiotherapy service delivery. Must be computer literate and in possession of a valid driver’s license. Good interpersonal, organisational and communication skills. Ability to cope with pressure and maintain a high standard and application of norms and standards relating to Physiotherapy services. The ability and willingness to interact within a multidisciplinary team.

DUTIES
:
Ensure the provision of disease specific rehabilitation and Physiotherapy clinical programmes. Participate in clinical outreach and in reach programmes. Render quality physiotherapy services through effective implementation of clinical protocols, guidelines, policies and procedures. Participate in continuous monitoring and evaluation of physiotherapy clinical programmes and ensure the attainment of accepted clinical indicators. Provide an ongoing advisory role to other clinical departments. Compile reports, collect data and information as required within the institution and Provincial Rehabilitation Services. Contribute to the overall work processes, planning and issuing of assistive devices and other functional aids to rehabilitation clients. Ensure timeous and appropriate referrals of clients. Participate in multidisciplinary team in clinical and other related initiatives. Ensure adherence to  occupational health and safety practices and other related legislative framework.
ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/115
:
ASSISTANT DIRECTOR-ARV REF NO:AD/ARV/KH/02/08
SALARY
:
R157 686 per annum (plus competitive benefits)

CENTRE
:
Khotsong TB Hospital

REQUIREMENTS
:
Appropriate bachelors degree or diploma in nursing. Appropriate HIV counseling and ARV certificate registration with SANC and proof of registration attached. Three years experience in supervisory position. Valid South African driver’s license. 

ENQUIRIES
:
Mrs. CN Novuka @ 039 737 3584

APPLICANTIONS
:
Applications should be forwarded to: Tower Hospital, Private Bag X228, Fort Beaufort, 5720

POST 06/116
:
2 X PROFESSIONAL NURSES: MATERNITY & GENERAL WARDS (GRADE 2) REF.NO: CPN/TBH/001/08 
SALARY
:
R134 388 – R151 257 per annum (plus 12% rural allowance & other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
Registration with the SANC as Professional Nurse and Midwife. Receipt of membership with SANC (paid up). 10 years minimum experience in nursing as a professional nurse.

DUTIES
:
Provide nursing care that leads to high quality service by maintaining client satisfaction. Assist the unit manager with the overall management and support for effective functioning of the unit. Maintain clinical competence by enforcing principles that promote safe and therapeutic environment. Ensure emergency intervention. Maintain health and safety, infection control and prevention of medico-legal hazards. Maintain accurate and complete patient’s records according to legal requirements. Ensure proper utilisation of resources. Implement and uphold Batho Pele principles, Health and Human Rights.   

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/117
:
SENIOR PHARMACIST
SALARY
:
R132 054-R153 313 per annum (plus competitive benefits)

CENTRE
:
Settlers Day CHC Ref: SDCHC09/2007

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist. B.Pharm or equivalent. Thorough understanding of the National Drug Policy. Computer Literacy. A valid driver’s license.

DUTIES
:
Implement the Essential Drug Programme. Provide proper management of drug supplies in the hospital. Implement standard operating procedures relating to phamarceutical management. Assist with training of pharmacy assistants

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/118
:
CHIEF PERSONNEL OFFICER
SALARY
:
R132 054-R153 313 per annum (plus competitive benefits)

CENTRE
:
Cacadu CSC (Port Elizabeth) Ref: CACSC17/01/2008

REQUIREMENTS
:
Degree/Diploma in Human Resource Management with 3 years experience. Grade 12 certificate with six years experience in H.R. Computer literacy in Ms Word and Excel. Good interpersonal relations and communication skills. Ability to work under pressure. Sound knowledge of PERSAL. Valid code EB drivers licence. Supervisory experience is essential.  

DUTIES
:
Provide recruitment, selection and appointments services. Implement and manage PERSAL transactions. Render remuneration services. Prepare and process service benefits. Deal with termination of services. Provide HR management information system/PERSAL. Ensure the implementation of EPMDS for the section.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/119
:
SENIOR SOCIAL WORKER REF.NO: SH/25/01/2008
SALARY
:
R132 054 –R153 313 per annum (plus competitive benefits)

CENTRE
:
Settlers Hospital

REQUIREMENTS
:
B. Soc. Science (Social Work) degree. Registration with the relevant Health Professions Council. 3 years experience as a social worker. Computer Literacy. Valid code EB driver’s license. Good verbal and communication skills, interpersonal relations, confidentially. 

DUTIES
:
Professional assessment, therapeutic counseling and referral to external service providers. Supervisory training in case management and follow-ups. Perform relevant administrative functions and accountability through effective record keeping. Implementation of the Department’s policies on operational level. Supervise subordinates and implement performance management system.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/120
:
2 X SENIOR ADMIN OFFICERS REF NO: SAO/NKH/SAO/007/08
SALARY
:
R132 054 per annum (plus competitive benefits)
CENTRE
:
Nessie Knight Hospital

REQUIREMENTS
:
Grade 12 (Matric) certificate or equivalent plus a minimum of five years and PERSAL or BAS Experience. Ability to work under pressure and display leadership skill. Human Resource and Financial Skills. Knowledge of Public Service Regulations and PFMA.

DUTIES
:
To provide Hospital and Patient Administration Services. Provide operational support services. To provide Financial Resource Services. Provide patient Administration and Switchboard. Provide Human Resource Services. Provide provisioning administration.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/121
:
25 X PROFESSIONAL NURSES
SALARY
:
R106 086-R 204 804 per annum (Notch determined by experience)

CENTER
:
5 @ Andries Vosloo Hospital Ref: AVH01/01/2008



Majorie Parish TB Hospital Ref: MPTB02/01/2008



Nkwenkwezi Clinic Ref: NKWC03/02/2008



3 @ Orsmond TB Hospital Ref: OTB04/01/2008



Midland Hopsital Ref: MH05/01/2008



Nkwenkwezi Clinic Ref: NKWC06/01/2008



2 @ Joubertina CHC Ref: 21/01/2008



11 @ Settlers Hospital Ref: SH23/01/2008



3 @ Graff-Reinet CHC Ref: GRAAFCHC32/01/2008

REQUIREMENTS
:
Diploma in General Nursing. Registration with the South African Nursing Council. 3 years nursing experience. Work shifts in all departments.

DUTIES
:
Identify patient’s needs for nursing care. Formulate nursing programmes for the identification needs. Implement and evaluate programmes. Excellent patient’s care.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS 
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/122
:
15 X PROFESSIONAL NURSES (GRADE 1) REF NO: PNG/ TBH/002/08

SALARY
:
R106 086 – R122 982 per annum (plus 12% rural allowance & other competitive benefits)

CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
Registration with the SANC as a Professional Nurse and Midwife. Receipt of membership with the SANC (paid up).

DUTIES
:
Provide nursing care that leads to high quality service by maintaining client satisfaction. Assist unit manager with overall management and support for effective functioning of the unit to maintain clinical competence by enforcing principles that promote safe and therapeutic environment. Maintain accurate and complete patient’s records according to legal requirements. Implement and uphold Batho Pele principles, Health and Human Rights. Uphold/maintain Professional standards. Supervise junior colleagues. 

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/123
:
STATE ACCOUNTANT SALARY ADMINISTRATION
SALARY
:
R106 335-R123 456 per annum (plus competitive benefits)

CENTRE
:
Cacadu CSC (Port Elizabeth) Ref: CACSC16/01/2008

REQUIREMENTS
:
Degree/Diploma in Financial Management with 3 years experience in Salary Administration/grade 12 with six years in salary administration. Computer literacy in Ms word and Excel. Ability to work under pressure. Sound knowledge of PERSAL/BAS. Valid code EB/B drivers license.

DUTIES
:
Provide PERSAL/BAS Salary payment services. Manage suspense accounts. Ensure issuing of duplicate IRP5. Render payroll management services. Management of debit order payments. Ensure compliance with legislation.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth
POST 06/124
:
3X PRINCIPAL AUXILLIARY WORKERS
SALARY
:
R85 362-R99 107 per annum (plus competitive benefits)

CENTRE
:
2 @ Settlers Day CHC Ref: 07/2007



Port Alfred CPS Ref: 08/2007

REQUIREMENTS
:
Grade 12 or equivalent qualification and a registration with  pharmaceutical council a post basic pharmacy assistant. At least 5 years in the health environment. Sound knowledge of Government regulations and guiding documents. Ability to work with professional and operational staff. Sound liaison and communication skills.

DUTIES
:
Assist in all programme related matters including and not limited to environmental health, nutrition, TB and HIV/AIDS, Health Promotion and MCWH. Assist the Environmental Health Officer to perform tests and in cases of advanced testing, forward to the relevant labourites. Assist the Manager in organizing events such as Anti-tobacco launch, Polio Campaign, Breast feeding and AIDS day. 

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/125
:
PRINCIPAL FINANCIAL: SALARY ADMINISTRATION REF NO: CACCSC15/01/2008

SALARY
:
R85 362-R99 107 per annum (competitive benefits)
CENTRE
:
Cacadu CSC (Port Elizabeth)

REQUIREMENTS
:
Grade 12 with 3 years working experience in Salary Administration. Sound knowledge of PERSAL/BAS. Computer literacy in MS word and Excel. Good interpersonal relations. Ability to work under pressure. 

DUTIES
:
Provide PERSAL/BAS Salary payments services. Ensure issuing of duplicate IRP5. Process S&T claims. Render payroll management services. Clearing of suspense accounts. Management of debit order payments. Ensure compliance with legislations.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/126
:
LAUNDRY MANAGER REF.NO: LM/TBH/006/08
SALARY
:
R85 362 per annum
CENTRE
:
Tayler Bequest Hospital

REQUIREMENTS
:
Grade 12 (Senior Certificate). 2-3 years in Laundering experience will be an added advantage.

DUTIES
:
Manage Laundry Services within the Hospital. Ensure the compliance with Occupational Health and Safety Act 85/1993 as amended. Implement performance management for staff. Deal with grievance and disciplinary matters in accordance with policies and procedures.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/127
:
FOOD SERVICE MANAGER REF.NO:FSM/NKH/002/08
SALARY
:
R85 362 per annum (plus competitive benefits)
CENTRE
:
Nessie Knight Hospital
REQUIREMENTS
:
B-Tech/National Diploma in Food Service Management. 

DUTIES
:
Prepares and cooks food. Ensures that dishes are prepared according to special diets. Ensures that food is served at correct time.  Dish for patients.  Cater for functions and meetings.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/128
:
4 X ENROLLED NURSING ASSISTANTS
SALARY
:
R70 140 - R 122 982 per annum (Notch determined by experience)

CENTRE
:
Graff-Reinet CHC Ref: GRCH07/01/2007



Andries Vosloo Hospital Ref: AVH08/01/2008



Majorie Parish TB Hospital Ref: MPTB09/01/2008



Graff-Reinet CHC Ref: 31/01/2008

REQUIREMENTS
:
Paid up registration with South African Nursing Council (SANC) as an Enrolled Nurse. Three years experience as an enrolled nurse. Good written and verbal communication skills.

DUTIES
:
Delivery of basic and holistic nursing care and counseling of patients, families and community. Execution of the relevant procedures. Ensure the implementation of the Batho Pele and the patients rights charter at all times.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 or handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/129
:
SENIOR AUXILIARY WORKER: PHARMACIST REF NO: SAW/NKH/005/08
SALARY
:
R68 955 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital

REQUIREMENTS
:
Std 10/Grade 12, Computer literacy.

DUTIES
:
Experience of working in a pharmacy environment is highly recommended. Issuing of medicines to patients and wards, assist with the preparation of medicines in non sterile areas according to a formula and Eastern Cape Province Standard. Operating procedures. Provision of instruction and information regarding the correct use of medicines supplied. Ordering and receipt of stock management.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/130
:
FINANCIAL CLERK REF. NO: FC/NKH/006/08

SALARY
:
R 68 955 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital

REQUIREMENTS
:
STD 10, computer literacy

DUTIES
:
Maintain accounts payable and monitor recurrent expenditure. Maintain revenue collection (account receivable). Maintain general ledger. Maintain records of all orders/ purchases. 

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/131
:
AUXILIARY WORKER PHARMACY
SALARY
:
R58 289-R67 667 per annum (plus competitive benefits)

CENTRE
:
Nkwenkwezi Clinic Ref: 06/2007

REQUIREMENTS
:
Grade 12. Two years experience in Health environment and a basic qualification as a pharmacy assistant. Good verbal and written communication skills. Ability to work as a team. Computer literacy will be strong recommendation. Experience of working in a hospital pharmacy is highly recommended. 

DUTIES
:
Assist with the issuing of medicines. Assist with the preparation of medicines in non-sterile areas according to formula in the Eastern Cape Province Standard Operation Procedures. Provision of instructions and information regarding the correct use of supplied medicines to patients. Province Standard Operation Procedures. Stock management including ordering, receipt and distribution of  pharmaceutical suppliers. 

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth
POST 06/132
:
DATA CAPTURER REF.NO: EMPTB071/07
SALARY
:
R 58 290 –R 67 686 per annum (competitive benefits)

CENTRE
:
Empilweni TB Hospital

REQUIREMENTS
:
Grade 12 and 2-3 years experience working in data capturing. Knowledge of the functioning of health institutions. Computer literacy in MS Word, Excel and PowerPoint. The ability to rapidly capture data. 

DUTIES
:
Safe keeping and filing of data captures. Capture data and check for accuracy and amend where necessary. Design data capturing templates. Input information on applicable databases. Deal with queries regarding work performed. Recognise and identify problems and report to the supervisor. Ensure proper safe keeping of confidential information.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/133
:
ADMIN. CLERK: CLIENT INFORMATION SERVICES REF.NO: SH072/SH/07

SALARY
:
R 58 290 – R 67 667 per annum (plus competitive Benefits)

CENTRE
:
Settlers Hospital

REQUIREMENTS
:
Grade 12/10 certificate with 2years experience in Switchboard operating unit. Ability to speak 2 or more languages including English. Computer Literacy. Good Communication skills and telephone etiquette. Prepared to work shifts.

DUTIES
:
Operate switchboard. Handle enquiries from clients and visitors. Make monthly printouts of all calls per extension.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/134
:
2 X ADMIN. CLERKS:WARD ADMINISTRATION REF.NO: SH27/01/2008

SALARY
:
R58 290 –R 67 667 per annum (plus competitive benefits)

CENTRE
:
Settlers Hospital

REQUIREMENTS
:
Grade 12/10 certificate with 2years experience in ward administration. Computer literacy. Good interpersonal relations and communication skills. 

DUTIES
:
Register in-patients in ward. Assist with the compilation discharge documents. Do photocopying of medical records. Make daily OPD bookings for patients. Answer telephone and take messages for patients and staff. Provide administrative assistance to nursing staff. 

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/135
:
CHIEF PORTER REF.NO: SH/31/01/2008
SALARY
:
R58 290 –R67 667 per annum (plus competitive benefits)

CENTRE
:
Settlers Hospital

REQUIREMENTS
:
Grade 10 or equivalent qualification with a minimum of 3 years experience as a porter in the hospital. Good verbal, communication and interpersonal skills. Ability to work as a team member. 

DUTIES
:
Transporting patients within the hospital. Moving corpses from the wards to the mortuary. Responsible for the correct completion of relevant forms. Report faulty, broken wheelchairs and patient trolleys to workshop. Supervise subordinates. Compile monthly statistics.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth
POST 06/136
:
SUPPLY OFFICER REF.NO: SO/TBH/011/08
SALARY
:
R58 290 per annum (Plus competitive benefits)

CENTRE
:
Tayler Bequest Hospital
REQUIREMENTS
:
Senior certificate (Grade 12) or equivalent plus understanding of clerical work and procurement procedures. A qualification in supply chain management will be an added advantage.

DUTIES
:
Receive, store and issue supplies to Hospital ward. Prepare, purchase and replenish surgical sundries, hardware, medical equipment, workshop items, furniture, cleaning material and stationery. Manage stock records using manual or computerized system. Follow up on outstanding orders.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/137
:
AUXILIARY WORKER: PHARMACY REF NO: AWP/TBH/012/08

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

CENTRE
:
Tayler Bequest Hospital
REQUIREMENTS
:
Senior certificate (Grade 12) or equivalent with Science. Willingness to undergo training towards qualification as a Pharmacy’s assistant. Experience in working in a pharmacy environment will be an added advantage.

DUTIES
:
Administer stock replacement in order to ensure that Pharmacy, clinics, wards and pharmacy stores are appropriately stocked. Order, receive, record maintain and store pharmaceutical products in accordance with the prescribed standard operating procedures and relevant legislation. Manufacture non-sterile pharmaceutical products. Participate in Outreach and In Reach Programme. Participate in a multidisciplinary team on matters relating to clinical and other hospital activities. Render pharmacy clinical services and interventions according to the pharmacy scope of practice under the supervision and guidance of a qualified Pharmacist. Collect record and maintain the necessary records statistics and information on pharmacy and related services. Assist in any other Pharmacy duties. 

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/138
:
2 X SENIOR HOUSEKEEPING SUPERVISORS REF NO: SH35/01/2008

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

CENTRE
:
Settlers Hospital

REQUIREMENTS
:
A Grade 12 certificate. Good interpersonal skills. Experience in hospitality services. Ability to work under pressure. Willingness to work shifts. 

DUTIES
:
Overseeing the preparation of patient’s linen and food. Overseeing the cleaning and safe keeping of equipment. Safe keeping of laundry, cleaning and kitchen stock. Maintain good hygiene standards in the hospital. Supervise laundry, kitchen and cleaning services staff. Responsible for all administration work in the hospital, e.g. work out shifts of staff, etc.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/139
:
PROPERTY CARE TAKER REF. NO: PCT/NKH/008/08
SALARY
:
R58 290 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital

REQUIREMENTS
:
Grade 8 or equivalent ABET qualification. Relevant experience in Facilities Management. Verbal and Written communication Skills. Ability to work under pressure. Ability to operate elementary equipment and machine.

DUTIES
:
Safe keeping of Hospital Keys. Maintenance of grounds and report faults /defects on premises. Operate machinery e.g. lawnmowers and grass cutters. Keep Hospital grounds and buildings clean at all times..

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/140
:
6 X ENROLLED NURSING ASSISTANT
SALARY
:
R53 757-R94 254 per annum (Notch determined by experience)

CENTRE
:
2 @ Andries Vosloo Hospital Ref: AV05/01/2008



4 @ Orsmond TB Hospital Ref: OTB11/01/2008

REQUIREMENTS
:
Paid up registration with South African Nursing Council (SANC) as a nursing assistant.

DUTIES
:
Render elementary nursing care to patients. Assist with the provision of health promotion services to the community.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/141
:
MESSENGER REF.NO: SH30/01/2008

SALARY
:
R 49 665 –R 57 663 per annum (plus competitive benefits)
CENTRE
:
Settlers Hospital

REQUIREMENTS
:
ABET/Literacy and numeracy. Good interpersonal relations. Ability to work under pressure and remain focused. Good communication skills. 

DUTIES
:
Render quality service as messenger to the institution. Ensure safe distribution of documents etc. within the institution.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/142
:
PROPERTY CARE TAKER REF.NO:MARJPTB06/02/07

SALARY
:
R43 245-R48 249 per annum (competitive benefits)

CENTRE
:
Marjorie Parish TB Hospital
REQUIREMENTS
:
Abet/ literacy and innumeracy. Hard working and committed, able to perform duties with minimum supervision. The ability to operate machines i.e. lawn mowers etc.

DUTIES
:
Taking care of the hospital property. Ensure that the grass is cut and the grounds are kept clean. Assist in loading and off loading of stationary, furniture and other materials. Assist in general duties.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/143
:
TRADE LABOURER REF.NO: AVH14/01/2008
SALARY
:
R43 245-R48 249 per annum (competitive benefits)

CENTRE
:
Andries Vosloo Hospital (Somerset East)

REQUIREMENTS
:
Abet/ literacy and innumeracy. Hardworking and committed able to perform duties with minimum supervision. The ability to operate hospital workshop machinery.

DUTIES
:
Taking care of the hospital property. Ensure that the hospital machinery is kept clean. Assist in loading and off loading of goods and other materials in  the stores or workshop. Assist in general duties.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/144
:
4 X GENERAL ASSISTANT-WARDS REF.NO: OTB13/01/2008
SALARY
:
R43 245-R48 249 per annum (competitive benefits)

CENTRE
:
Orsmond TB Hospital
REQUIREMENTS
:
Abet/ literacy and numeracy. Good interpersonal skills. Ability to work under pressure.

DUTIES
:
Cleaning and safe keeping of equipment. Safe keeping of the unit stock. Maintain good hygiene standards in the hospital wards.

ENQUIRIES
:
Ms V. Kolweni @ 041 408 8171

APPLICANTIONS
:
Applications should be forwarded to: The CSC Manager, Cacadu CSC, P.O. Box 27667, Greenacres, Port Elizabeth, 6057 OR handed to: The CSC Manager, 5th Floor Golden Mile Building, Downing Street, North End,  Port Elizabeth

POST 06/145
:
FOOD SERVICE AID REF. NO: FS/NKH/009/08
SALARY
:
R43 245 per annum (plus competitive benefits)
CENTRE
:
Nessie Knight Hospital
REQUIREMENTS
:
Grade 8 or equivalent qualifications.

DUTIES
:
Prepares and Cooks Food. Ensures that dishes are prepared according to special diets. Ensure that food is served at correct time. Dish for Patients. Cater for functions and meetings.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X 420, Qumbu, 5180
POST 06/146
:
GENERAL WORKER REF NO: GA/NKH/010/08
SALARY
:
R43 245 per annum (plus competitive benefits)

CENTRE
:
Nessie Knight Hospital
DUTIES
:
Performs a variety of manual tasks associated with food production G.A must clean and prepare vegetables for cooking. Clean Fridge, cool rooms, store rooms, windows, walls, floors, office, cupboards and tables. Performs a variety of cleaning around kitchen. Assists in serving doctors and visitors. Assists in carrying and fetching of groceries from Stores to Kitchen. Assists in carrying and Fetching cleaning Material from Stores to Kitchen.

ENQUIRIES
:
Ms O.N. Sotsaka @ 047 557 0722

APPLICATIONS
:
Applications must be forwarded to Nessie Knight Hospital, Private Bag X420, Qumbu, 5180.

POST 06/147
:
3 X GENERAL WORKERS REF.NO: GW/TBH/004/08
SALARY
:
R43 245 per annum
CENTRE
:
Tayler Bequest Hospital
REQUIREMENTS
:
Abet and 2 years experience in manual labour. Ability to operate cleaning equipment.
DUTIES
:
Maintain overall cleanliness and hygienic environment within hospital and allocated areas. Count and pack linen in laundry bags. Sluice soled linen according to policy. Clean and disinfect cleaning equipment after use as per policy. Report faults of cleaning equipment to the supervisor. Perform any other duty as may be required.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

POST 06/148
:
5 X FOOD SERVICE AID REF.NO: FSA/TBH/010/08
SALARY
:
R43 245 per annum (plus competitive benefits)

CENTRE
:
Tayler Bequest Hospital
REQUIREMENTS
:
STD 8 or equivalent level of education experience in food services will  be an added advantage. 

DUTIES
:
Prepare and cook food according to the required standards. Dish out for patients according to diet sheets specification and the menu. Dish out food in an appetizing manner. Clean and sanitise food preparation utensil, knives and dish cloths. Load and collect goods when necessary. Clean bill of health. Perform any other duty as may be required.

ENQUIRIES
:
Mr. G. Leboea or Dr. P.B. Dlamini @ 039 7373 107 

APPLICANTIONS
:
Applications should be submitted to: Tayler Bequest Hospital, Private Bag X836, Matatiele, 4730

ANNEXURE Q
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF ECONOMIC DEVELOPMENT

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on Tel 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 06/149
:
WELLNESS PRACTITIONER REF NO.70048614


Directorate: Human Resource and Logistical Support

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
National Diploma or Degree in Social Sciences, with a major either in Social work or Psychology. Registration with a professional body is a prerequisite. 5 to 8 years practising in the helping profession, 3 years of which should be EAP based. Broad knowledge and understanding in the subject of HIV/AIDS and disease management. Broad knowledge of the Occupational Health and Safety Act. Experience in function in a multi disciplinary team. Knowledge in handling substance abuse. Knowledge of wellness centre models. Knowledge of policy formulation processes. Experience in policy interpretation and implementation. Experience in programmes pertaining to victims and offenders. Advanced counselling skills. Good presentation and communication skills ( verbal and non-verbal). Report writing skills. Research methodologies. Ability to manage change, to plan and organize, and manage projects.

DUTIES
:
To ensure a healthy lifestyle program is implemented for DED management and staff. To ensure total quality of work life. To ensure a well coordinated disease management program. To implement the HIV/AIDS Department program/ Business plan, monitor and evaluate the progress thereof, to run and co-ordinate individual and group counselling sessions for DED employees identified with a need for assistance. To ensure buy in on the department wellness policy. Developing staff and stakeholders capacity through educating and training, to assist in the management of the DED/ ICAS relationship, develop and monitor psycho-social development programs, trends analysis, program development and implementation. Ensure disease management through the Occupational Health and Safety Management. Social protection and dialogue, involving workers and the external environment in dealing with HIV/ AIDS issues. Identify opportunities to develop PPP’s regarding wellness in the workplace, develop and monitor SLA’s around such initiatives. Develop a “ Care for Caregivers” and “Lay counselling for Line Managers program.

ENQUIRIES
:
Siphiwe Nhlapho, Tel (0110 355-8540

CLOSING DATE
:
29 February 2008

GAUTENG SHARED SERVICES CENTRE

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

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 06/150
:
FIXED ASSETS PRACTITIONER ×2 REF: 70048655


Directorate: Finance

SALARY
:
R85 362 – R99 108 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Grade 12 with 3 – 4 years experience or NQF 6 equivalent certificate with Accounting as a major subject and 1 – 2 years experience in a financial environment. Knowledge of BAS and SAP will be an added advantage. Person Profile:Communication skills, Problem solving, Service delivery innovation and initiative, Knowledge and understanding of accounting principles, practices and concepts. Knowledge of Treasury Regulations. Customer management, communication and analytical skills.

DUTIES
:
Prepare and submit a fixed asset acquisition report. Obtain and submit supporting documents for all acquired fixed assets. Capture journals in accordance to prescripts and Service Level Agreements. Offer assistance to customers with regard to asset management and updating their Fixed Asset Register. Advice client department on misallocation of fixed assets occurring during acquisition. Assist client on correction of misallocation. Handling of customer queries. Provide data for external and internal management reports.

ENQUIRIES
:
Marius Smith (011) 689 8342

CLOSING DATE
:
22 February 2008
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.

MANAGEMENT ECHELON

POST 06/151
:
DIRECTOR: FINANCE, PROCUREMENT AND PATIENT AFFAIRS DEPARTMENT REF NO: 70048576



Directorate: Finance, Procurement and Patient Affairs

SALARY
:
R 480 198 – 581 880 per annum (All inclusive package)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
The CHBH requires the services of a Manager with a strong financial background to lead the Financial Department. The ideal candidate must have Commerce, Finance, Accounting qualification with strong technical accounting and excellent management skills. A post graduate qualification would be an advantage. Extensive experience in managing finance is necessary. The role requires excellent interpersonal skills with the ability to build relationship at all levels. Provide strategic support to the CEO in terms Budget, Expenditure management strategic and operational planning, Revenue, compliance to relevant legislation including the PFMA.

DUTIES
:
Day to day management of the departments (Finance, Procurement and Patient Affairs). Ensure reporting deadlines are met at month and year end close, business forecasts, quarterly business reviews and other reports analysis as requested. Co-ordinate the budget process and produce timeous management information reports for departmental heads and budget holders. Develop business plans in consultation with clinical heads and other stake holders. Manage monthly cash flows and treasury operations, PFMA. GRAP and GAAP requirements. Ensure effective and efficient Procurement service to internal customers. Ensure effective management of SLA’s with GSSC for Procurement and Finance functions. Improve revenue collection and management. Develop strategies to improve organizational performance. Manage Hospital Board Accounts.

ENQUIRIES
:
Dr. A. Manning, Tel No: (011) 933 9145

CLOSING DATE
:
18 February 2008

OTHER POSTS
POST 06/152
:
CHIEF MEDICAL OFFICER (CLINICAL HEAD) REF NO: 70048619
SALARY
:
R369 00 per annum (all inclusive package)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Registration with HPCSA as a Medical Practitioner.  At least 6 years of experience after registration HPCSA in a hospital environment.  Diploma in any medical field is an added advantage. 

DUTIES
:
Work as clinical head and supervise doctors.  Assist medical manager for the smooth running of clinical discipline, draw duty list of doctors.  Meet with clinics.  Do outreach programmes with clinic.  To do surgeries and assist with anaesthesia. Contribute to staff development within the development.

ENQUIRIES
:
Dr.Vijayan, Tel No: (012) 841 8300

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/153
:
FELLOW IN PAEDIATRIC SURGERY REF NO: 70048643



Directorate: Clinical Service

SALARY
:
R353 871 per annum (All inclusive package).

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Mmed (Surgery) or FCS (SA) and registration with the HPCSA as a Surgeon.

DUTIES
:
Candidate should be willing to work as a fellow in the division of Paediatric Surgery. He should take part in post-graduate discussions and write the necessary exams.
ENQUIRIES
:
Dr. E.W. Moller, Tel No: (012) 354-2102 

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/154
:
PRINCIPAL MEDICAL OFFICER REF NO: 70048684



Directorate: Clinical

SALARY
:
R311 358 per annum (all inclusive remuneration package)

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Registration with HPCSA as a Medical Practitioner. Appropriate experience as a Senior Medical Officer.  Driver’s license. Experience in treating TB and HIV. Recommendation: Extensive experience in Hospital Environment. Knowledge of relevant Acts and protocols with regard to medical ethics. Experience in treating TB and HIV. Computer literacy.  

DUTIES
:
Provide comprehensive, preventive, curative rehabilitative healthcare to TB and co-Infected patients. Support HAST programmes within the Hospital. Participate in Quality Improvement. Be part of the multidisciplinary healthcare team. Assist in development and implementation of operational plans based on strategic objectives of the department. Liaise with stakeholders regarding service delivery. To ensure implementation and sustenance of policies and circulars in the hospital and give feedback to the Top Management continuously. To ensure effective utilization of allocated resources (human and non human material) in hospital. To ensure implementation of on going training, education and development of professional and non professional staff.
ENQUIRIES
:
Dr N.D. Sithole, Tel No: 079 894 6133 

CLOSING DATE
:
25 February 2008

POST 06/155
:
PRINCIPAL MEDICAL OFFICER REF NO: 70048683


Directorate: Medical

SALARY
:
R311 358 per annum (all inclusive package)

CENTRE
:
Dr Yusuf Dadoo Hospital (Krugersdorp)

REQUIREMENTS
:
Registration with the HPCSA as a Medical Practitioner. At least six years experience. Ability to consult in different units of a District Hospital. Ability to administer basic anaesthesia will be a recommendation.

DUTIES
:
Delivery of Primary Health Care Service appropriate for a district Hospital. Maintain high standard of care through the development and implementation of quality assurance programmes. Participate in academic and skills development of medical staff ,interns and undergraduate students in family medicine. Assist with development, maintaining and updating of clinical protocols.

ENQUIRIES
:
Dr.H.G. Ajaero Tel. No :( 011) 951 -6216
CLOSING DATE
:
25 February 2008

POST 06/156
:
SENIOR MEDICAL OFFICER (2 POSTS) REF NO: 70048680


Directorate: Medical

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Dr Yusuf Dadoo Hospital (Krugersdorp)

REQUIREMENTS
:
Registration with the HPCSA as a Medical Practitioner. Two years post internship training. Experience in obstetric and gynaecology and ability to administer basic anaesthetist will be added advantages.

DUTIES
:
Provision of generalistic Clinical Services appropriate for a District Hospital. Provision of high standard clinical care. Participate in commuted overtime, academic and skills development. Willingness to consult in different units of a district hospital.  

ENQUIRIES
:
Dr.H.G. Ajaero Tel. No :( 011) 951 -6216
CLOSING DATE
:
25 February 2008
POST 06/157
:
MIDDLE MANAGER LOGISTICS/ SUPPORT REF NO: 70048637



Directorate: Logistics

SALARY
:
R 157 686 – 190 488 per annum (Plus benefits). 

CENTRE 
:
Charles Hurwitz TB Hospital   

REQUIREMENTS
:
Grade12 and 5 years experience in logistics and support or an appropriate Degree / Diploma in Facility Management or Public Management. Computer literacy in (Ms Word, Excel and Power Point). Knowledge and understanding of PFMA Act, OHS Act, Procurement Policies. And knowledge about Facility Management. A valid drivers license will be an advantage.

DUTIES
:
Manage budget and adhere to human resource, procurement and financial acts and regulations. Management of general facility, transport, porters, laundry, garden, cleaners, management, administration, switchboard, pest control and other logistics duties. Liaise with Department of Public Works. Monitor projects in the institution. Initiate and advice on the compilation of business plans and budget process. Develop, monitor and implement effective policies and procedures for the delivering and monitoring of all auxiliary service. Prepare and submit monthly progress and status reports to the management. Evaluation, training and development of personnel. Perform all legal duties that may be suggested by management.
ENQUIRIES
:
Mr. M. Mbatha, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/158
:
ASSISTANT DIRECTOR (HR) REF NO: 70048638



Directorate: Human Resource

SALARY
:
R157 686 – R190 488 per annum (Plus benefits)

CENTRE
:
Charles Hurwitz TB Hospital

REQUIREMENTS
:
Grade 12 plus extensive experience (5-10) in Human Resource Management or Degree / Diploma in Human Resource. Strong leadership abilities and problem solving skills. Sound knowledge of Persal system and Human Resource functions. Ability to compile Management Reports. Computer literacy (Ms Word, Excel, and Power Point.

DUTIES
:
The incumbent will manage establishment control, conditions of service, recruitment and HR policy development. Interpret and apply all relevant provisions in order to manage and execute HR administration functions. Provide sound strategic planning for HR department. Advise and consult with line managers on labour relations issue. Implement and monitor Performance Management system. Management and advise on grievances to ensure compliance with departmental legislation. Ensure that employee wellness strategy for the institutions training needs. Ensure effective allocation and management of Human Resource budget.
ENQUIRIES
:
Mr. M. Mbatha, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/159
:
QUALITY ASSURANCE MANAGER REF NO: 70048633


Directorate: Admin

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Relevant degree or equivalent qualifications knowledge of Batho Pele principles.  Driver’s license.

DUTIES
:
Encourages and coordinates the activities of the quality assurance committee.  Manages a programme of customer care in the hospital.  Manages the accreditation programme Manages the clinical audit system.  Coordinates provision of compliance to national or to provincial clinical guidelines within the hospital.

ENQUIRIES
:
Dr K.A. Mustafa, Tel no: (011) 951- 8257

CLOSING DATE
:
15 February 2008

FOR ATTENTION
:
Diana Samuels

POST 06/160
:
MIDDLE MANAGER: HUMAN RESOURCE REF NO: 70048681


Directorate: Human Resource



NB: Candidates who applied previously can re-apply.

SALARY
:
R157 686-183 066 per annum (plus benefits)

CENTRE
:
Dr Yusuf Dadoo Hospital (Krugersdorp)

REQUIREMENTS
:
A recognise three year Degree / Diploma (RVQ13) In Human resources Management or Grade 12(std 10)With 8 years relevant experience in Human Resource. Must have computer skills (MS Word, Ms Excel and Power Point presentation).Specific knowledge of Human Resource Management, Labour Relations, Public Service Act 1994, Public Service Regulations, Employment Equity Principles, Batho Pele Principles, Training and Development and Knowledge of PMDS and job evaluation. Good verbal and written communication skills as well as negotiation skills. Ability to work under pressure and meet dead lines. Must have at least code 08 drivers licence. 

DUTIES
:
Plan and implement Human Resource Strategies, Guidelines and Procedures (including recruitment and selection policy /practices, discipline, grievance training and development, job evaluation, BAS /PERSAL reconciliation, audits and quality Human Resource Management).Develop and implement appropriate HR systems and ensure administration of accurate HR records and provide advice to management on all HR matters. Advice management on employee relations and human resource best practice and provide suitable implementation of HR legislation / prescripts to staff members. Manage administer and monitor monthly payroll processes and administration of benefits. Ensure that human resource activities meet and integrate with institutional requirements for service delivery, quality management and relevant prescripts. Manage the effective and efficient utilisation of HR financial resource. Manage the HR team and complies with the provision of all relevant legislation.

ENQUIRIES
:
Mr. J.A Venter Tel. No. :( 011) 951 -6216
CLOSING DATE
:
25 February 2008
POST 06/161
:
MIDDLE MANAGER: FINANCE AND PROCUREMENT REF NO: 70048679



Directorate: Finance and Procurement



NB: Candidates who applied previously can re-apply.

SALARY
:
R157 686-183 066 per annum (plus benefits)

CENTRE
:
Dr Yusuf Dadoo Hospital (Krugersdorp)

REQUIREMENTS
:
A recognise three year Degree / Diploma (RVQ13) In Finance, Supply Chain management or Grade 12(std 10) With 8 years relevant experience in Finance and Supply Chain Management. Sound Knowledge of the PFMA, Treasury Regulations, BAS, BAUD, SAP and PAAB systems. Must have computer skills ( Ms Word, Ms Excel and Power Point presentation).Well conversant with legislations regulating Financial and Supply Chain Management. Good verbal and written communication skills, organising , planning, project management and problem solving skills. Ability to work under pressure and dead lines. Must have at least code 08 drivers licence.  

DUTIES
:
Plan and implement Financial Strategies and Programs (e.g. Hast).Manage budget of the institution and provide monthly reports on expenditure against budget and revenue collection. Coordinate and prepare inputs for the institutional budget ,MTEF, budget quarterly reviews and annual financial reporting. Ensure that finance and supply chain management meet and integrate with institutional requirements for service delivery, quality management and relevant prescripts. Ensure compliance with budgetary aspects as stipulated in the PFMA, Treasury Regulations and Financial Prescripts for the effective and efficient utilisation of the budget. Prepare Power Point presentations for the use in Departmental and institutional meetings. Ensure proper management of assets, procurement and supply chain management. Do all BAS/PERSAL and BAUD Reconciliations. Attend to audit queries, Coordinate responses and develop action plans to rectify weaknesses identified. 

ENQUIRIES
:
Mr. J.A Venter Tel. No. :( 011) 951 -6216
CLOSING DATE
:
25 February 2008
POST 06/162
:
MEDICAL OFFICER REF NO: 70048411


Directorate: Emergency Medicine

SALARY
:
R 157 686 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
MBCHB. (ALS training ATLS, ACLS or PALS). Experience  in emergency. Medicine (preferably in an academic  environment). 

DUTIES
:
Service delivery based in the Emergency Medicine Unit of Pretoria Academic Hospital. Involvement in teaching of under-graduate students, interns, community service doctors in Emergency Medicine. Participate in appropriate research. Contribute to the development of Emergency Medicine at the University of Pretoria and its teaching sites. Personal attributes: Leadership skills, team orientated, skilled communicator. Computer literate.

ENQUIRIES
:
Dr A Engelbrecht, Tel No: (012) 354-4838

CLOSING DATE
:
22 February 2008

POST 06/163
:
MEDICAL OFFICER REF NO: 70048413


Directorate: Urology

SALARY
:
R 157 686 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
MBCHB. Registration with HPCSA. 

DUTIES
:
Ward rounds and routine ward work- patient care. Out patients, Casualty calls, Consultations after hour calls. Theatre cases.

ENQUIRIES
:
Mr. Simon Reif, Tel No: (012) 354-1513

CLOSING DATE
:
22 February 2008

POST 06/164
:
MIDDLE MANAGER: HR REF NO: 70048582


Directorate: Human Resources
SALARY
:
R 157 686 per annum (plus benefits)

CENTRE
:
Pholosong Hospital 

REQUIREMENTS
:
An appropriate 3 year degree/ diploma in HR Management or equivalent Grade 12 with 6 years Experience in HR and 3 years experience as personnel manager. Computer Literacy (Excel, Windows. Power Point and Intro to Computers.)

DUTIES
:
PERSAL and other HR systems will be an added advantage. Skills/ Competency: Skills in HR planning, Training and Development, Labour Management. Recruitment and Selection, Employee Wellness benefits, Occupational Health and Safety, Performance appraisal, Problem-Solving, Written and Verbal Communication, Dispute Resolution, Computer literacy and Knowledge of Financial Management System. The candidate will be required to: Ensure effective Policy development in HR, Proper interpretation of Policies, Co-ordination of PMDS and Training and Development of staff. 

ENQUIRIES
:
Mrs. L. Doorasamy, Tel: (011) 812-5178

CLOSING DATE
:
22 February 2008

POST 06/165
:
PHYSIOTHERAPIST REF NO: 70048421


Directorate: Physiotherapy  

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

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Recognized tertiary physiotherapy qualification. Appropriate registration with the HPCSA.

DUTIES
:
Render physiotherapy services to patients. Record keeping, data collection and compilation of monthly reports. Asset control. Budget control and cost centre involvement. Educate patients, team members, students and assistants. Apply policies (i.e. Batho Pele, Patients’ Rights, Code of Conduct, etc.) Take part in Hospital programmes and activities. Manage department and supervision of juniors. Management and personnel evaluation reports. Work in a multi-disciplinary team. Attend relevant meetings and training opportunities.   

ENQUIRIES
:
Dr N.P Kernes, Tel No: (011) 321-6001 

CLOSING DATE
:
26 February 2008

POST 06/166
:
COMPUTER TECHNOLOGIST REF NO: 70048412


Directorate: ICT

SALARY
:
R 132 054 per annum (plus benefits)
CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
Grade 12 with National Diploma or related IT qualification, A+N+. Drivers License Compulsory. Experience in Medicom, BAS,PERSAL, CITRIX, SAP, Microsoft packages and the helpdesk environment will be a preference. Good communication and planning skills also required as well as a good attendance profile.

DUTIES
:
The successful candidate will be expected: To provide user support for computer hardware and software installation, maintenance and upgrading. Network troubleshooting and support. Support operational systems. Perform routine back-up for all the available servers. The appointee will be expected to perform standby and after hour duties.

ENQUIRIES
:
Ms. M.E Kewane, Tel No: (012) 354-2055

CLOSING DATE
:
22 February 2008

POST 06/167
:
NETWORK CONTROLLER REF NO: 70048639



Directorate: Information Technology

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

CENTRE
:
Charles Hurwitz TB Hospital

REQUIREMENTS
:
National Diploma in Information Technology or combination of relevant courses such as A, N + and MCSE 2 years experience will be an advantage.

DUTIES
:
To provide daily desktop support to end users. Provide user support for Health Information System, Medicom, Baud, Persal, SAP and BAS. Computer hardware and software installations, Maintenance and Upgrading. Perform quality control for Local Area Network (LAN). Perform installation, maintenance and upgrading of computer hardware as second faultfinding identification. Install and upgrade software applications not performed by GITOC. Configure electronic mails. Perform routine – up all the available servers. The appointee will expected to perform standby duties

ENQUIRIES
:
Mr. M. Mbatha, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/168
:
SINIOR ADMIN OFFICER: FACILITY MANAGEMENT REF NO: 70048631


Directorate: Admin

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Relevant three year degree or equivalent qualifications.  Extensive experience in facilities management.  Knowledge of project management.

DUTIES
:
To ensure achievement or strategic objectives of component by ensuring suitable infrastructure in terms of identified need of budget and monitoring construction. To manage resources by assisting expenditures.  Space planning and accommodation arrangement that will include liaising with department and liaise with central office ESP unit and Regional Public works.  Offices capital and maintenance project. 

ENQUIRIES
:
Dr K.A. Mustafa, Tel No:  (011) 951-8257

CLOSING DATE
:
15 February 2008

FOR ATTENTION
:
Diana Samuels

POST 06/169
:
IT SPECIALIST REF NO:70048632


Directorate: Admin

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Grade 12, A + certification, N + certification 2 years relevant experience.

DUTIES
:
To provide user support for computer hardware and software installation, maintenance and upgrading.  Network troubleshooting and support.  Support operational systems. Perform routine backup for all the available services.

ENQUIRIES
:
Dr K.A. Mustafa, Tel no: (011) 951- 8257

CLOSING DATE
:
15 February 2008

FOR ATTENTION
:
Diana Samuels

POST 06/170
:
SOCIAL WORKER REF NO: 70048685



Directorate: Clinical

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
BA Degree in Social work. Current registration with SA Council for Social Service. Conversant with acts, policies and legislation pertaining to Social work. Sound communication, negotiation, conflict management skills. Ability to coordinate and collaborate with internal and external stakeholders. Valid driver’s license (Code 8).
DUTIES
:
Work as part of a team in the implementation of the HIV/AIDS/STI/TB comprehensive care programme. Manage patients diagnosed with HIV/AIDS/STI/TB according to national and provincial guidelines and according to the stages. Provide technical support to the team, provide in-service training to other staff. Assist patients with claims for sick benefit, wages etc. Assist patients to resolve their problems. Provide pre and post counseling. Tracing of families on behalf of patients. Assist patients with social security grants (application). Liaison with different embassy’s for patients who are not South African citizen. Arrange place of safety for patients who do not have a place to stay. Arrange transport for patients who receive social security grants.
ENQUIRIES
:
Dr N.D. Sithole, Tel No: 079 894 6133

CLOSING DATE
:
25 February 2008

POST 06/171
:
SOCIAL WORKER REF NO: 70048577



Directorate: HAST/ HIV/ AIDS/ TB and Palliative

SALARY
:
R 106 336 – 123 456 per annum (plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
BA degree in Social Science. Registration with the South African Council Service Professions. Experience in the health settings will be an advantageous but not a prerequisite. Knowledge/ experience in HIV/ AIDS will be an advantage.

DUTIES
:
To promote optimal psycho-social functions of clients and team members. To liaise with all available stakeholders or resources in the community. Form a link between the patient, hospital and the community and further liaise with all the institutions. To educate the staff and the family on the patients illness. Retrieve, interpret, evaluate and supply information regarding the nature of disease states and health care. To provide support, management and referral system for all HAST department in managing the affected patients and families (in hospital and community).

ENQUIRIES
:
Mr. NM. Msibi, Tel: (011) 933 9082

CLOSING DATE
:
18 February 2008

POST 06/172
:
STATE ACCOUNTANT REF NO: 70048424
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre

REQUIREMENTS
:
Degree/ Diploma in Finance Management 2-3 years experience in government financial environment. Knowledge of PFMA, Treasury Regulations, BAS and PERSAL system and budget control.

DUTIES
:
Budget management of the institution and assisting management during budget proposal and interrogation. Management and generating of revenue. BAS and PERSAL reconciliation and compile finance related reports. Review and monitor financial procedures in line with MTEF. Attend to all responsibilities for the effective functioning of the finance section in the institution.  

ENQUIRIES
:
Mr. J Ngcobo Tel. No :( 012) 734-7004
CLOSING DATE
:
22 February 2008

POST 06/173
:
PRINCIPAL PERSONNEL OFFICER (2 POSTS) REF NO: 70048578



Directorate: Human Resource

SALARY
:
R 106 335 – 123 456 per annum plus benefits)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Standard 10 (Grade 12) certificate. Computer literate (Ms Word, Ms Excel and Ms Power Point). 5 years experience in Human Resource field. Knowledge of PERSAL system will be an advantageous. Knowledge of leave directives including PILLAR and al Human Resource prescripts or Public Service Regulations will be an added advantage. Managerial or supervision will be an advantage.

DUTIES
:
Monitor and implement service benefits, policies and regulations in the department. Sign off documents regarding appointments, transfers, services terminations, leave and supplying of Human resource statistics and reports to management. Monitoring of mandates from the entity to the GSSC. Ensuring effective interpretation and implementation of policies and other HR prescripts. Supervision and development of junior staff. PERSAL reconciliation. Must be prepared to rotate within the sub-section of Human Resource.

ENQUIRIES
:
Mr. G. Papo, Tel No: (011) 933 8885

CLOSING DATE
:
18 February 2008

POST 06/174
:
PERSONAL ASSISTANT REF NO: 70048640



Directorate: CEO’s Office

SALARY
:
R 106 335 – 124 866 per annum (Plus benefits). 

CENTRE
:
Charles Hurwitz TB Hospital   

REQUIREMENTS
:
Grade 12 or Diploma in Office Admin or Degree. The successful candidate should have proven knowledge understanding of Personal Assistant. 2-5 years experience in the secretarial and or office management field. Computer literacy (Ms Word, Excel, Power Point). Valid drivers license will an advantage. Batho Pele Principles, Procurement Procedures, PFMA, Office Practice, Office Administration, Communication, Interpersonal Relations, Telephone/Reception skills. Time Management, Organizing and Planning, Minute taking skills. Record keeping, Conflict management, Report writing skills. Ability to interact with stakeholders and customers, function independently to meet deadlines and use own initiatives. Trustworthiness, loyal honest reliable and high level confidentiality. Ability to communicate freely with stakeholders and clients and work under pressure. 

DUTIES
:
Screening telephone calls, enquiries and requests, and handling them when appropriate. Welcoming and looking after visitors. Organizing and maintaining diaries and making appointments. Dealing with incoming email, faxes, post, correspondence, writing letter, taking dictation and minutes. Producing documents, briefing papers, reports and presentations. Carrying out background research and presenting findings into subject the manager is dealing with. Organizing and attending meetings and ensuring the manager is well-prepared for meetings. Liaising with clients, suppliers and other staff. Standing in for the manager and making decision and delegating work to others in their absence. Devising and maintaining office systems to deal efficiently with paper flow. Organizing and storing paperwork, documents and computer-based information. Arranging traveling, accommodation and occasionally traveling with the manager to take notes or dictation at meeting or to provide general assistance during presentations. The scope of the PA’s role can be extensive and additional duties may include: Carrying out specific project and research. Responsibility for accounts and budgets. Taking on some of the manager’s responsibilities and working more closely with management. Being involved in the decision-making process.
ENQUIRIES
:
Mrs. D.M. Diale, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/175
:
FINANCIAL CONTROLLER REF NO: 70048644



Directorate: Finance

SALARY
:
R 106 335 per annum (Plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Diploma in Accounting or equivalent qualifications. Grade 12 with Accounting / Maths plus relevant experience. Be computer literate, good communication and administration skills. Have knowledge of Public Finance Management Act (PFMA) and Treasury Regulations. Be able to work on BAS, MEDSAS, PERSAL and SAP.

DUTIES
:
Ensure that payment effected of employees and payments to creditors are properly authorized. Ensure that compilation of payroll related transactions and payroll deductions activities (i.e. overtime pay, shift allowances and ex-employee benefits) are performed properly and accurately). Verify reconciliations performed of PERSAL, MEDSAS, BAS and SAP and investigate discrepancies. Approve journals related compensation of employees. Ensure that payroll certificates are authorized for relevant pay – points. Attend to audit queries regarding salary administration issues. Give training to staff.
ENQUIRIES
:
Ms. N. Mampane, Tel No: (012) 354-3727

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008
POST 06/176
:
FINANCIAL CONTROLLER REF NO: 70048645



Directorate: Finance

SALARY
:
R 85 362 per annum (Plus benefits).

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Grade 12 with Accounting or equivalent qualifications. Plus relevant experience. Be computer literate, good communication and administration skills. Have knowledge of Public Finance Management Act (PFMA) and Treasury Regulations. Be able to work on BAS, MEDSAS, PERSAL and SAP.

DUTIES
:
Effect payments of employees and payroll creditors. Help GSSC in preparation of IRP5. Compilation of payroll related transactions and payroll deductions activities (i.e. overtime pay, shift allowances and ex-employee benefits). Perform reconciliations of PERSAL, MEDSAS and SAP to BAS. Monitor appropriate allocation of payments and pass journals with effect to misallocations. Ensure information processed is timely, reliable and accurate.
ENQUIRIES
:
Ms. N. Mampane, Tel No: (012) 354-3727

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/177
:
MATERIAL RECORDING CLERK: ASSET MANAGEMENT REF NO: 70048579



Directorate: Procurement

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

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Standard 10 or Grade 12 certificate. Computer Literacy (Ms Word and Ms Excel). Knowledge of SAP, BAUD and will be an advantage. Two years working experience in Asset Management.

DUTIES
:
Assist with reconciliation of BAUD, BAS and SAP. Compilation of annual Asset Register. Assets verification, supervising sub-ordinates, Bar coding of Assets, Moving of Assets, Disposal, finding of source documents and Record keeping.

ENQUIRIES
:
Mr. S. Khosa, Tel: (011) 933 9117

CLOSING DATE
:
18 February 2008

POST 06/178
:
ADMINISTRATION CLERK REF NO: 70048618


Directorate: Patient Administration

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Senior Certificate.  Good interpersonal and communication skills (writing and verbal). Computer literate knowledge of new Mental Health Care Act Criminal Procedure Act.

DUTIES
:
Perform administration activities in regard to Patient Affairs.  Handling of less complicated routine correspondence together with the maintaining of records, directives, acts regulations, manuals etc. Maintain and update patient files.  Attend to queries (internal and external). Ensure that patients are admitted according to the correct tariffs/classification. Ensure collection of revenue.  Ensure that DHIS (District Health information System) is done monthly. Ensure Annexure F is done on a monthly basis. 

ENQUIRIES
:
Ms. L. Willemse, Tel no: (011) 951- 8232

FOR ATTENTION
:
Diana Samuels

CLOSING DATE
:
15 February 2008

POST 06/179
:
FOOD SERVICE MANAGER REF NO: 70048622
SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Grade 12 certificate plus Diploma in catering.
DUTIES
:
Assuming full control of all catering facilities.  Compile and manage all administrative duties and ensuring stock taking/ inventory in food service department.  Secure a clean environment in food service department. 

ENQUIRIES
:
Ms.Dineo Tlhale, Tel No: (012) 702-2275/8 Ext. 105

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/180
:
HUMAN RESOURCE PRACTITIONER REF NO: 70048624
SALARY
:
R 85 362 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Grade 12 certificate, good communication skills, knowledge of persal, departmental policies and prescripts, interpretation of policies and good reporting.  Organising skills.  
DUTIES
:
Be able to attend to all salaries, leave, personnel and colda related matters.  Attend to salary queries e.g. overtime, night duty e.t.c and manage leave credits for staff.  Attend to personnel enquiries e.g. medical aid, housing subsidies e.t.c. C31 and injuries on duty for staff.  

ENQUIRIES
:
Ms.Dineo Tlhale, Tel No: (012) 702-2275/8 Ext. 105

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/181
:
ADMINISTRATIVE CLERK REF NO: 70048651
SALARY
:
R 68 955 per annum (plus benefits) 

CENTRE
:
(Pretoria) Tshwane/Motsweding Regional Office

REQUIREMENTS
:
Grade 10 certificate with appropriate experience in performing general administrative functions.  Strong office management and skills.  Ability to demonstrate an innovative, motivational and comprehensive skill.  Good written, verbal and presentation skills.  Good people, basic procurement and good interpersonal skills.   Ability to work with a wide range of internal and external partners.  Advanced computer literacy skills and experience in MS Word, Power Point, Excel, Intranet and Internet.  Willingness to work beyond normal working hours and good telephone etiquette.  Good grooming and presentation and high level of reliability.

DUTIES
:
Provide high quality administrative support to the Deputy Director HAST i.e.:  Maintain a well organized administrative and functional filing system.   Ensure proper functioning of the office of the D/D and coordination of daily activities.  Management of the diary of the D/D, typing, faxing and making photocopies.  Recording incoming and outgoing mail, reports and distribute to relevant recipients.  Organize planned events for the office of the D/D.  Draft, forward invitations, proper preparation, recording of meetings, appointments and agendas.  Accurate minute taking and assist with compilation of reports. Arrange logistical requirements for the office, procurement of stationary and screening of incoming and outgoing calls.  Ensure efficient flow of information, receive visitors and good office practice.  Ensure proper functioning of the office of the D/D.  Follow up on drawn specifications. 

ENQUIRIES
:
Ms. R. Matshili, Tel No: (012) 354-5963
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/182
:
HUMAN RESOURCE CLERK REF NO: 70048646



Directorate: Human Resource

SALARY
:
R 58 290 per annum (Plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Grade 12. Appropriate experience in all Personnel Activities will be an advantage. Institution and GSSC HR Policies and Procedures. Relevant Legislation and Public Service Regulations. Understanding GSSC and institution Business Organisation. Human Resource Management and administration processes.

DUTIES
:
Appointments. Condition of Service. Termination of Service. Maintain Employee file. Update Personal Data. Ensure compliance of Service Level Agreements with GSSC. Specialist clerical work of which the content is difficult. Cost calculations applicable to HR Administration tasks. Efficient office Management. Gather information and Statistics.
ENQUIRIES
:
Mrs. A. Wasserman, Tel No: (012) 354-5389

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/183
:
NURSING ASSISTANT REF NO: 70048623

SALARY
:
R 53 757 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Grade 12 certificate, registration with SANC as an Enrolled Nursing Assistant.
DUTIES
:
Perform according to identified key performance area. Provide comprehensive patient care, ensure a clean, safe and secure environment for each patient

ENQUIRIES
:
Ms.Dineo Tlhale, Tel No: (012) 702-2275/8 Ext. 105  

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/184
:
HOUSEKEEPER SUPERVISOR REF NO: 70048625
SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Grade 12 certificate.  
DUTIES
:
Supervision of Housekeeping activities in the hospital.  Placing orders for house keeping supplies and equipment.  Planning duty roster, leave and training for housekeepers.

ENQUIRIES
:
Ms. Dineo Tlhale, Tel No: (012) 702-2275/8 Ext. 105

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/185
:
HUMAN RESOURCE ADMINISTRATION (HELP DESK) REF NO: 70048647



Directorate: Human Resource 

SALARY
:
R 49 665 per annum (Plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Grade 12. Appropriate experience in all Personnel Activities will be an advantage. Institution and GSSC HR Policies and Procedures. Relevant Legislation and Public Service Regulations. Understanding GSSC and institution business organisation. Human Resource Management and administration processes.

DUTIES
:
Answer and resolve all HR queries and processes telephonically, via Fax, Manually and personal. Receiving and recording of all incoming and outgoing mail. Database keeping of mail and enquiries. Providing of leave credits to departments. Monitoring of incoming Leave forms. Receiving of Garnishee Orders and distributing thereof. Providing and Receiving of all relevant HR Forms Clients. Distributing of all Documents.
ENQUIRIES
:
Mrs. A. Wasserman, Tel No: (012) 354-5389

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/186
:
CLEANER SUPERVISOR REF NO: 70048641



Directorate: Logistics

SALARY
:
R49 665 – 57 663 per annum (Plus benefits).
CENTRE 
:
Charles Hurwitz TB Hospital   

REQUIREMENTS
:
Grade 10 / 12 or equivalent qualification (ABET). Extensive experience in cleaning services. Ability to perform tasks, operate machinery / equipment and apply procedures (various field of work). Communication and Interpersonal relations skills. Be able to resolve conflict.

DUTIES
:
Control and supervision of subordinates. Oversee maintenance of equipment. Give guidance and advice to subordinates. Allocate tasks, oversee performance. Train personnel. PMDS for subordinates.
ENQUIRIES
:
Mrs. C. Makhetha, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/187
:
CLEANER REF NO: 70048642



Directorate: Nursing

SALARY
:
R 44 553 per annum (Plus benefits). 

CENTRE 
:
Charles Hurwitz TB Hospital   

REQUIREMENTS
:
ABET or equivalent qualification. Must be prepared to work shifts. Weekends and public holiday. Work under pressure. Good verbal and communication skills. Must be able to read and write.  

DUTIES
:
Ensure that the hospital is clean at all times, throughout the day, this includes floors, walls, windows, wash basins, toilet, waiting areas, ward and pharmacy. Ensure that the hospital surroundings are clean and provide presentable appearance for patients and community.
ENQUIRIES
:
Mrs. C. Makhetha, Tel No: (011) 938-8070

FOR ATTENTION
:
Ms. Diane Samuels

CLOSING DATE
:
22 February 2008 

POST 06/188
:
TRADESMAN AID REF NO: 70048621
SALARY
:
R 43 245 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
ABET qualification, maintenance skills and good interpersonal relation.

DUTIES
:
Write job cards, assist in issuing maintenance materials from maintenance stores and general maintenance of hospital building.

ENQUIRIES
:
Ms. Dineo Tlhale, Tel No: (012) 702-2275/8 Ext. 105
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

POST 06/189
:
DRIVER REF NO: 70048620
SALARY
:
R 43 245 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Grade 12 certificate, C1 or Code 10 driver’s licence with Public Driver Permit (PDP).  Good communication skills and be able to work under pressure.  The candidate should be willing to work shifts.

DUTIES
:
Transportation of patients to and from referrals.  Transport staff to and from areas of need.  Collect and deliver mail from central office and regional office.

ENQUIRIES
:
Mr. E. Ndubane, Tel No: (012) 841 8300
FOR ATTENTION
: 
Ms. Patricia Mabote

CLOSING DATE
:
22 February 2008

DEPARTMENT OF HOUSING

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

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

OTHER POST

POST 06/190
:
SENIOR ADMINISTRATIVE OFFICER: RESEARCH AND RESOURCES CENTRE REF NO 70048657



Directorate: Policy Research and Legislation

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s degree or National Diploma preferably with majors in any of the following: Development Studies, Social Sciences and information studies/library services. A minimum of one year working in the library or government environment; skills in data collection, ability to work in a dynamic environment; understanding of the housing environment and be computer literate.

DUTIES
:
To manage the Department’s Resources Centre; to assist in the Resources Center as a resource person for the Research Sub-Directorate; to establish networks and liaise with other libraries for the purposes of inter-library; to assess the needs of the resources centre in terms of the required resources materials; to implement an archive system; to manage and monitor the computerized cataloging system; to implement the resources usage policy, and to initiate reading awareness programme and resources centre promotional projects and programs. 

ENQUIRIES
:
Mr Malose Mahloko, Tel No: (011) 355-4575

CLOSING DATE
:
22 February 2008

DEPARTMENT OF SOCIAL AND DEVELOPMENT

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

FOR ATTENTION
:
Ms Arti Singh

CLOSING DATE
:
22 Feb 2008

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 06/191
:
DEPUTY DIRECTOR: STATUTORY SOCIAL WORK REF NO: 70048583



Directorate: Regions
SALARY
:
R369 000 per annum (all inclusive package)
CENTRE
:
Sedibeng Region
REQUIREMENTS
:
Bachelors Degree or appropriate tertiary qualification in Social Work and Registration with the relevant Professional Council. Extensive proven Managerial experience in communication, conflict management and resolution. Interpersonal and people management skills, with special reference to diversity Management Skills. Proven planning, strategic leadership and business Partnering; knowledge of current social development practices based on Integrated Social Services Development. Ability to link hard and soft competencies to Integrated Service Delivery Improvement Plans in the Region; Knowledge Of the public Finance Management Act, Legislation, Policies and Regulations that underpin the Delivery of Statutory Social Welfare Services in Partnership with accredited NOG’S, CBO’S & FBO’S within the Department of Social Development.  Fostering of good partnerships with Local Government.  The ideal candidate must have proven experience of Human Resource Management and Development including the implementation of Labour Related Procedures in a highly unionized environment. Project Management, Research and analytical skills. Ability to monitor and evaluate the impact of service delivery. Possess competencies to work in Multi-disciplinary teams in Service Delivery improvement programs of the Region. Computer Literacy, Presentation & Facilitation skills including sound report writing abilities; Valid Driver’s License. 

DUTIES
:
Implement Statutory Service Delivery. Monitor and control the Implementation of relevant Legislation, Regulation and Policies.  Financial Administration in terms of the Public Finance Management Act with special focus on the previously disadvantaged and strategic objectives of the Department.  In terms of the Public Finance Management Act and the Financing Policy Manage the budget and redistribution of Services / resources to vulnerable and marginalized communities. Ensure Transformation of the Public Service through development and maintenance of an integrated holistic approach by linking Social Security, Administration and Social Service Delivery. Liaise with Departmental Partnerships, Civil Society and Business Co-ordinate Service Delivery in partnership with NGO’S, CBO’S FBO’S, Implement monitoring and evaluation process linked to empowerment programs. Respond to Ministerial Enquiries and Media in terms of the of the Department’s protocols. Participate in Regional Welfare forums and marketing activities including celebration of National / International Days.  Mentorship and professional development or guidance of staff and Partnerships in Service Delivery; Understanding of the Population Demographics in the Region and manage research initiatives and trend analysis; Total Quality Management of Service Delivery.

ENQUIRIES
:
Ms. Kate Jacobs,Tel No: (016) 930- 2001 

POST 06/192
:
ASSISTANT DIRECTOR REF NO: 70048584


Directorate: Monitoring and Evaluation
SALARY
:
R196 815 per annum (plus benefits)
CENTRE
:
Johannesburg, Metro Region
REQUIREMENTS
:
B.Com Accounting or equivalent qualification and appropriate experience. Skills needed: Sound knowledge of government policies including Public Finance Management Act (PFMA), Treasury Regulations and Basic Accounting Systems (BAS).Good knowledge of cash flow management, costing procedures and budget compilation. Computer literacy with advanced knowledge of excel. Leadership, excellent written and verbal communication and analytical skills. Ability to work under pressure. Good interpersonal relations, communication and management skills. Drivers License. 
DUTIES
:
Analysis of financial statements of NPO's to inform funding of NPO's. Monitoring compliance of PFMA requirements by NPO's. Preparation of financial reports. Evaluate the costing of programmes by NPO's. Provide training to NPO's on financial management. Assist with project / programme audits at NPO's. Serve on the panels that assess Business Plans to inform relevant costing of programmes. Analyse the cash flow reports from NPO's. Work closely with the Deputy Director, Finance in the Partnership Directorate and the monitoring and evaluation unit at Head Office.

ENQUIRIES
:
Ms. Shirley Raman,Tel No: (011) 355 - 7785
POST 06/193
:
SENIOR ADMINISTRATIVE OFFICER: INTERNAL CONTROL INSPECTIONS ( 8 POSTS) REF NO: 70048585


Directorate: Corporate Governance

SALARY
:
R 132 054 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office
REQUIREMENTS
:
Std. 10 / Grade 12 qualification. At least 2 years experience in the Public Service. Knowledge of the PFMA 1999, Treasury Regulations or other Public Service procedures and regulations. Computer literacy. Be able to maintain good interpersonal relations and good client liaison skills. Analytical skills. Good communication skills (written and verbal). Ability to work under pressure. Innovative thinking abilities.

DUTIES
:
Proper administration, maintenance and safekeeping of inspection reports and documents. Conducting internal control inspection according to planned program. Compile Internal Control inspection reports and spreadsheets. Determination of compliance with relevant legislation, policies and procedures during regular visits to Welfare Institutions / Offices and Directorates at Head Office to execute internal control inspections, monitoring compliance to the PFMA, 1999 and other relevant regulations. Evaluating the existing internal control systems to determine the quality of these systems. Report findings and make recommendations towards identified risks. Monitoring measures addressing risks that had been identified.

ENQUIRIES
:
Mrs. S. J Vermaak,Tel No:  (011) 355-7960

POST 06/194
:
Social Worker, Advanced Production: Probation Officer REF NO: 70048586


Directorate: Regions

SALARY
:
R 106 335 per annum (plus benefits)
CENTRE
:
West Rand Region: Krugersdorp
REQUIREMENTS
:
Bachelor’s degree or equivalent qualification in Social Work. Registration with the South African Council for Social Service Professions. Valid Driver’s License. Documentary proof of all qualifications and afore mentioned requirements. Conversant with Acts, Policies and Legislation pertaining to Social Welfare Services. Knowledge of the legislative framework for probation services: SA Constitution, NO 108/96 (Section 28); Criminal Procedure Act No 51/77; Probation Services Amendment Act No 35/02. Sound Communication / Interviewing skills. Ability to liaise and communicate effectively with communities and other service providers. Organisational and administrative skills. Report writing. Computer literacy will be an advantage.

DUTIES
:
Render Probation services through a developmental approach. Assess arrested young people awaiting their first court appearance and facilitate. Family Group Conferencing. Investigate and submit pre-sentence Reports to courts. Implement service delivery through case work, group work diversion programmes and community work with emphasis on Prevention, Early Intervention and Statutory Service Delivery Programmes. Perform relevant administrative functions and accountability through effective record keeping. Implementation of the Departments policies on operational level. Organising own work load according to office objectives. Assessment, counseling and referral services where necessary. Conduct basic research and analyse trends as it relates to offender care.

ENQUIRIES
:
Ms. L. Bux,Tel No:  (011) 950-7700

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on Tel No: (011) 355-2222
CLOSING DATE
:
19 February 2008

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 06/195
:
DEPUTY DIRECTOR: MODAL INTERGRATION REF NO: 70048414


 
Directorate: Public transport Integration and special projects

SALARY
:
R311 358 per annum (plus benefits)

CENTRE

Johannesburg

REQUIREMENTS
:
B. com degree or equivalent with 3-5 years relevant experience in modal in modal integration environment or diploma or equivalent with 5 years or more relevant experience in a modal integration environment. Knowledge of public transport policies/ managerial skills, communication Skills (verbal and written)/ project management presentation skills/ Knowledge of public finance management policies and regulations/Computer literacy/ valid Code 08 driver’s licence.

DUTIES
:
Develop and manage a frame work for conducting research on air / noise pollution. Engage stakeholders on environmental impact strategies. Develop an implementation plan for non motorized transport in Gauteng. Co-ordination of intelligent transport system database. Co-ordination of annual events promoting public transport usage e.g. Car free day. Alignment of rail to other policies and planning initiatives, thereby integrating it into the existing public transport network co-ordination of public transport  Special projects. Manage and execute administration

ENQUIRIES
:
Jurgens Weidemann, Tel No: (011) 355 9558
POST 06/196
:
DUPUTY DIRECTOR: SPECIAL PROJECTS REF NO: 70048416


Directorate: Public Transport Integration and Special Projects

SALARY
:
R 311 358 per annum (plus benefits) 

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Bcom degree or equivalent plus3-5 years experience in a modal Integration environment or diploma or equivalent with 5 years or more relevant experience in modal integration. Knowledge of public transport policies / Managerial skills project management / knowledge of public financial Policies and regulations/ communication skills (verbal and written) Computer literacy / valid code 8 driver’s licence.

DUTIES
:
Manage, co-ordinate and integrate all modes of public transport manage the provision of quality public transport services. Manage the development and implementation of policies relating to public transport integration. Manage the budget and control expenditure of the sub- directorate. Implement the provision of the public finance management act and it’s regulation. Liaise with stakeholders. Implement and monitor social and quality charter. Ensures technological innovations and inter operability.

ENQUIRIES
:
Jurgens Weidemann Tel No: (011) 355-9558

POST 06/197
:
ASSISTANT DIRECTOR: FINANCE AND PROCUREMENT REF NO: 70048513



Directorate: Maintenance Pretoria

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Pretoria 

REQUIREMENTS
:
Appropriate 3 year Tertiary qualification in finance. Application experience in finance and procurement. Knowledge of PFMA and other applicable legislative prescriptions. Computer literacy: MS Word, and excel. Valid driver’s license.

DUTIES
:
Manage and compile budget for the Region. Ensure compliance with PFMA and other legislative requirements. Manage junior personnel and conduct PMDS appraisals. Ensure payment of outside contractors. Ensure that finance, procurement and supply chain management Units are managed according to prescribed legislation. Excellent Knowledge of budgetary requirements, financial management and procurement procedures.

ENQUIRIES
:
Mr. M. Naidoo/Ms. M. Rademeyer, Tel No: (012) 338 3304/3460 

CLOSING DATE
:
19 February 2008

POST 06/198
:
ASSISTANT DIRECTOR REF NO 70048512



Directorate: Maintenance

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Tulisa park Regional office

REQUIREMENTS
:
Appropriate 3 years Tertiary Qualifications. Proven experience in Human Resource Administration. Sound knowledge on the PMFA. Computer literacy, communications skills both written and verbal. Transport experience. 

DUTIES
:
Manage Human Resource, Finance, Transport, procurement and general administration. Manage and compile Human Resources and training budgets. Manage junior personnel and PDMS systems. Ensure compliance with all Human Resource and Labour Relations Legislation. Oversee misconduct and grievance procedures. Be prepared to work under pressure. Must be able to compile budgets.
ENQUIRIES
:
Mr J Coetzer, Tel No: (011) 861-5000
POST 06/199
:
ASSISTANT DIRECTOR: HUMAN RESOURCE AND ADMINISTRATION REF NO 70048514



Directorate: Maintenance  

SALARY
:
R 157 686 per annum (plus benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate 3 year tertiary qualification e.g B Admin or BA degree proven experience in human resource and administration. Knowledge of applicable labour and HR Legislation. Computer literacy: Word, Excel, and PowerPoint. Valid driver’s license and written communication skills.

DUTIES
:
Manage human resources, labour relations and administration units. Manage and compile human resource and training budgets. Manage Junior personnel and PMDS systems. Ensure compliance with all human resources and labour relations legislation. Oversee misconduct and  grievance procedures. Be prepared to work under pressure. Experience  in the compilation of budgets. Working experience on registry and transport.  

ENQUIRIES
:
Mr. M. Naidoo/ Ms. M. Rademeyer, Tel No: (012) 338-3304/3460  

POST 06/200
:
ASSISTANT DIRECTOR: MODAL INTERGRATION REF NO: 70048417


Directorate: Public Transport Integration and Special Projects

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
National Diploma or equivalent or further education training plus relevant experience in modal integration environment. Knowledge of public transport policies/Managerial skills / Knowledge of Public Finance Management and Procurement policies and procedures. Communication Skills ( Verbal and written). Knowledge of financial systems. Code 08 Driver’s license.

DUTIES
:
Develop social and quality charter. Develop appropriate financial controls  and liaise with auditors. Establish a provincial transport forum and facilitate the establishment of metropolitan transport forum. Manage personnel administration and related matters. Establishment and management of information call center. Manage financial division. Manage annual budget, compile monthly financial reports. Manage all procurement and provisioning  for the unit. Compilation of annual budget and consolidation of inputs to medium term expenditure framework.

ENQUIRIES
:
Jurgens Weidemann, Tel No: (011) 355-9558

POST 06/201
:
ASSISTANT DIRECTOR: MODAL INTERGRATION REF NO: 70048418


Directorate: Public Transport Integration and Special Projects

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
National Diploma or equivalent or further education training plus Relevant experience in modal integration environment. Knowledge of public transport policies / Managerial skills. Communication skills (verbal & writing), project management / Computer literacy.  Valid Code 8 drivers licence.

DUTIES
:
Develop policy and strategy on modal integration. Handle legislation on Modal integration passenger transport. Render administrative support service to stakeholders. Address accessible transport issues. Monitor the development and implementation of programmes, policies and strategies aimed at facilitating support to disabled person. Establish and liaise with transport structures internally and externally

ENQUIRIES
:
Jurgens Weidemann, Tel No: (011) 355-9558

CLOSING DATE
:
19 February 2008
POST 06/202
:
SENIOR ADMIN OFFICER: INVESTIGATOR REF NO: 70048515


 
Directorate: Risk Management

SALARY
:
R132 054 per annum (plus benefits) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
Appropriate 3 year qualification or equivalent qualification. Legal experience. Criminal investigations.  Forensic investigations.

DUTIES
:
Conducting internal inspection assignments that are scoped and planned and in accordance with the operational standards of the Directorate: Risk  Management. Preparation of inspection reports containing substantiated findings, preventative recommendations,  identification of responsible parties, qualification of losses and recommendations with regards to the successful resolution of incidents investigated to be actively involved in the resolution of incidents of fraud, corruption and other related irregularities where prima facie evidence was secured that warrants the initiation of criminal, civil and/or disciplinary actions. 

ENQUIRIES
:
Mkhwanazi T. Tel No: (011) 355-7377
POST 06/203
:
SENIOR ADMIN OFFICER: INSPECTION REF NO: 70048516


Directorate: Risk Management

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Appropriate 3 year qualification or equivalent qualification. Internal / External audit experience. Computer literate. Knowledge of procedures applicable to the public service.

DUTIES
:
Conducting internal inspection assignments that are scoped and planned and in accordance with the operational standards of the Directorate: Risk Management. Preparation of inspection reports containing  substantiated findings, preventative recommendations, and recommendations with regards to the successful resolution of control weaknesses identified. Conducting proactive process analysis assignments that are scoped and planned and in accordance with the process analysis methodology of the Directorate: Risk Management. Preparation of analysis reports containing substantiated findings identification of potential breakdowns in processes and controls, recommendations with regards to improving processes and related controls.

ENQUIRIES
:
Mkhwanazi T Tel No: (011) 355 7377  

DEPARTMENT OF GAUTENG TREASURY

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

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

OTHER POST

POST 06/204
:
HUMAN RESOURCE DEVELOPMENT OFFICER (2 POSTS) REF NO.70048601


Directorate: Human Resource Management and Development

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should be in possession of Grade 12 plus one year public sector experience or a 3 year Human Resource Development tertiary qualification. Understanding of issues relating HRD strategies, conflict management and resolution, administration, written and verbal communication, interpersonal skills, facilitation skills, knowledge of HRD legislative framework and project management.

DUTIES
:
Co-ordinate and schedule training courses and employee workshops, assist with conducting or arranging pre, post and impact assessments, oversee training records and draw up training schedules, assist with needs analysis and implementation of the WSP, participate in the training and development committee, administer, facilitate and co-ordinate ABET, internships, bursaries and other training programmes.

ENQUIRIES
:
Charlotte Magogodi, Tel (011)355-8653

CLOSING DATE
:
22 February 2008

ANNEXURE R
PROVINCIAL ADMINISTRATION: KWAZULU NATAL

DEPARTMENT OF SOCIAL DEVELOPMENT

CLOSING DATE
:
22 February 2007

NOTE
:
Applications must be on form Z83 and should be accompanied by a Comprehensive CV and original certified copies of all educational qualifications ID document and certificates.  Applicants must indicate the reference number and the centre for the post on Form Z83.  Applications should be made in the applicants own handwriting in ink on form Z83 (Application for Employment) under no circumstances will faxed or e-mailed applications be accepted. If you do not receive any response from us within 3 months, please accept  that your application was unsuccessful.

OTHER POSTS
POST 06/205
:
PRINCIPAL SOCIAL WORKER: SUBSTANCE ABUSE (HO) REF: SWS70/07

SALARY
:
R157 686 pa

CENTRE
:
Pietermaritzburg Head Office

REQUIREMENTS
:
Training: BA in Social Work; A  Social Worker registered with South African Council Social Service Professions; Computer literacy; a valid drivers license; A minimum of three to five years appropriate experience Knowledge: All  Social Welfare legislation and policies; National policy documents pertaining to social welfare and substance abuse; The Provincial strategic plan; Specialized skills in and knowledge in the field of substance abuse Skills: ; Ability to compile complex reports;. Change management; Analytical thinking; Team building; Conflict management; Policy analysis and development; Project management; Problem solving; Research; Report writing and Information management 

DUTIES
:
Monitor, evaluate, assess and report on social welfare services in the province relating to substance abuse; Identify and make recommendations on transformation issues in the province relating to substance abuse; Provide support, guidance and advice to Departmental offices and NGO sector on substance abuse; Undertake social work research and development; Contribute to and assist with the development of policies, procedures and guidelines relating to substance abuse; Assist with the development of competencies of social welfare practitioners in the field of substance abuse; Participate in networking activities with other stakeholders in the field of substance abuse.

ENQUIRIES
:
can be directed to Mr RS Byroo at 033- 264 2058.

APPLICATIONS
:
Please forward applications for this post Principal Social Worker post, quoting reference number SWS70/07 to the Acting Head of Department; Department of Social Development; Private Bag X 9144; Pietermaritzburg 3200; 

FOR ATTENTION
:
Mr VW Gumede

POST 06/206
:
PRINCIPAL SOCIAL WORKER (SUPERVISOR: SMALLER COMPONENT)

SALARY
:
R157 686 pa

CENTRE
:
Dundee Service Office (1) Ref: DSW23/07; Camperdown (1) and Richmond (1) District Offices Ref: SWPD01/08

REQUIREMENTS
:
Training: BA in Social Work: A registration as Social Worker with South African  Council for Social Service Professions; A minimum of three to five  years appropriate experience; Computer literacy; A valid driver’s  license.  Skills: Ability and competence to ensure that supervisees assist; advocate and empower individuals, families, groups, organizations and communities to enhance their social functioning and their problem-solving capacities, prevent and alleviate distress and use resources, effectively and efficiently, Supervision, Conflict Management; Project management; Interpersonal; Negotiation; Presentation; Facilitation; Leadership; Finance Management; Ability to compile complex reports; Communication. Knowledge: All Social Welfare Legislations and Policies; All Public Sector Acts and Policies; Knowledge and  an understanding of human behaviour and social system and skills to ensure that supervisees intervene efficiently at the points where people interact with their environment in order to promote social well-being, An understanding of and the ability to ensure that social work services strive towards protecting people who are vulnerable, at-risk and unable to protect themselves. 

DUTIES
:
Ensure that a social work service with regard to care, support, protection and development of vulnerable individuals, groups, families and communities through relevant programmes is rendered;  Attend to any other matters that could result in, or stem from, social instability in any form; Supervise and advise social workers, social auxiliary workers and volunteers with regard to administrative functions required in the unit;  Undertake social work research and development and contribute to the development of policies; Undertake the higher level of administrative functions. 

ENQUIRIES
:
Mrs NM Murugan at 036- 634 6600 (Dundee Service Office)



Ms B Sophazi (Camperdown) at 031 785 1193


Mrs JH Malinga (Richmond) 033-121 2266

APPLICATIONS
:
Applications for the post at the Dundee Service Office, quoting reference number DSW23/07, can be forwarded; Acting Regional General Manager; Department Of  Social Development; Private Bag X 9917 Ladysmith 3370, For Attention: Mr VBT Mthiya



Applications for the posts at the Camperdown and Richmond District Offices quoting the reference number SWPD01/08, can be forwarded to the Regional General Manager; Department of Social Development, Private Bag X 1724, Pietermaritzburg 3200. For Attention: Mr E Ntuli 
POST 06/207
:
SENIOR SOCIAL WORKER (DBN19/07)
SALARY
:
R132 054 pa

CENTRE
:
Chartsworth District Office

REQUIREMENTS
:
Training: Bachelor of Social Work; Registration with the South African Council for Social Work, Valid code 8 Drivers license, experience in social work.  Knowledge: Relevant legislative mandates governing Social work service delivery; Social Welfare Priorities, Project management and basic supervision principles Skills:  Needs assessments and analytical, project Management, professional counseling and report writing, facilitation, interpersonal and networking, communication: Personal Attributes: A creative mindset, Preparedness to learn, A decisive and proactive individual with integrity

DUTIES
:
Render social work services with regard to the care, support, protection and development of vulnerable  groups (with special focus on the NIP site) families and Communities through relevant programs;  Conduct complex and advanced assessments aimed at identifying conditions in individuals, groups, families and communities;  Develop and implement interventions required to address the identified conditions;  Provide professional counseling to affected individuals, groups, families and communities; Monitor and evaluate the effectiveness of interventions; Record keeping illustrating social work interventions, processes and outcomes; Report writing; Networking with Stakeholders;  Perform all statutory functions applicable to the relevant mandates.  Compile court reports and attend to court enquiries and other tasks emanating from the court; Apply all methods of social work that is casework, Group work, community work and research within the scope of applicable mandates.  Oversee and support student social workers, social auxiliary learners, workers and volunteers

ENQUIRIES
:
Ms NB Hoosen at 031-4028000

APPLICATIONS
:
Applications can be forwarded quoting the relevant reference number, Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000

FOR ATTENTION
:
Mr K Kuppen Cullen
POST 06/208
:
CHIEF DEVELOPMENT WORKER REF SWPD 04/08)
SALARY
:
R132 054 pa

CENTRE
:
Pietermaritzburg Regional Office

REQUIREMENTS
:
Training: An appropriate Degree or National in Community Development; A Minimum of three years experience in a Community Development field; a valid code 08 driver’s license; Skills: Computer literacy; Ability to communicate in English and IsiZulu. Knowledge: Transformation of the child and youth care system.
DUTIES
:
Supervise the identification, facilitation and the implementation of integrated community development interventions; Support Community Development Practitioners to ensure that there is communication and co-ordination with all relevant role players; Guide community development practitioners to enhance their performance in community development and to provide administrative support in community development and related activities; Consolidate and evaluate business proposals from projects for funding purposes; Attend to complex dispute resolution processes; Promote partnerships and intersectoral collaboration with relevant stakeholders; Liaise with service offices on matters relating to funded and development initiatives for sustainable livelihoods; Monitor expenditure trends of projects in terms of the PFMA; Consolidate and evaluate reports from Service Offices; Compile reports on matters pertaining to implementation and monitoring of community development programmes/ interventions.
ENQUIRIES
:
Mrs CS Nondabula at039- 834 2275

APPLICATIONS
:
Applications for the posts at the Pietermaritzburg Head Office quoting the reference number SWPD04/08, can be forwarded to the Regional General Manager; Department of Social Development, Private Bag X1724, Pietermaritzburg 3200. 

FOR ATTENTION
:
Mr E Ntuli

POST 06/209
:
SOCIAL WORKER: ECD (DBN17/07)
SALARY
:
R106 335 pa

CENTRE
:
Mpumalanga District Office

REQUIREMENTS
:
Training:  A Bachelor’s Degree in Social Work, Registration with SA Council for Social Workers Profession and a valid driver’s licence. Knowledge: Child Care Act 1983 and Social Work Act 1978; Social Assistance Act of 1977;   Non profit organization Act 1998; Domestic Violence Act 1999;  White Paper on Social Welfare 1977;  Public Finance Management Act 1999; New Financing Policy  Skills: Interviewing; Negotiating; Problem Solving;  Planning; Chairing of Meetings; Writing  Minutes; Verbal and Written communication; Financial Management; Project Management; Computer literacy;   Ability to work under pressure/overtime; Group Facilitation Personal Attributes: Preparedness to  learn; Non judgemental; Preparedness to work in a rural and informal areas, Empathy and warmth

DUTIES
:
Identify the needs for establishment of ECD Centres; Assist creches to meet registration requirements with the Department as well as register as a Non-Profit organization;  Assist Management Committees of ECD’s in managing their budgets effectively, efficiently and economically; Empower of Management Committees and staff of ECD Centres to render effective and efficient services; Link of ECD Centres with Social Security, Social Services, Social Development and other relevant resources; Monitor and evaluate the functioning of ECD Centres; Liaise with other state and parastatal Departments (Department of Health, Environmental Health Services, etc) on ECD; Identify and co-ordinate Community Development Programmes as required; Network with NGO’s and CBO’s to promote registration of community based ECD facilities.

ENQUIRIES
:
Mrs RM Ntombela, Tel. No.: 031 – 771 1341

APPLICATIONS
:
Applications can be forwarded quoting the relevant reference number, Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000

FOR ATTENTION
:
Mr K Kuppen Cullen
POST 06/210
:
COMMUNITY DEVELOPMENT WORKERS

SALARY
:
R106 335 pa.

CENTRE
:
Phoenix District Office (1) and Ndwedwe District Office (1) Ref: DBN 18/07); Raisethorpe District Office (1) and Pietermaritzburg District Office (1) Ref: SWPD02/08

REQUIREMENTS
:
A B.A Social Work degree with Development or a Diploma in Development Studies and Community Development; Registration with the relevant Statutory Council/Body, a valid code 08 driver’s license Knowledge:  Knowledge of community development work, skills, attitudes and values of communities;  Knowledge and Understanding of human behaviour and social systems and legislation to assist with interventions at the points where people interact with their environment in order to promote self-empowerment;  An understanding of social dynamics of communities and Knowledge and understanding of basic financial management. Skills: Presentation, computer literacy, written and verbal communication, Facilitation, research ability and competence to co-ordinate community development structures and manage projects;   Ability to influence individuals and groups to participate in their own self-empowerment ventures; Personal Attributes: A creative mindset, Preparedness to learn, A decisive and proactive individual with integrity.

DUTIES
:
Identify and facilitate the implementation of integrated community development interventions in partnership with the community and other relevant stakeholders; Liaise and co-ordinate with all relevant role players, internal and external and stakeholders (e.g.  in departments/provinces, NGOs, local community structures and faith-based organizations) to facilitate collaboration and to establish partnerships to ensure the sustainability of development actions within the community;  Support communities and perform administrative support in community development and related activities;  Monitor NPOs to ensure that they are in compliance with the NPO Act and PFMA; Ensure that financial measures are adhered to by beneficiary organizations and structures and monitor the utilization of funds by such institutions;  Keep up to date with new developments in the community development field to enhance service delivery;  Undertake dedicated and applied social research to contribute to community development. 

ENQUIRIES
:
Mrs RM Ntombela at 031-771 1341 (Phoenix and Ndwedwe)


Ms NA Zimu at 033-392 8600 (Raishorpe and Pietermaritzburg)
APPLICATIONS
:
Applications for the post at the Phoenix and Ndwedwe, quoting reference number DBN18/07, can be forwarded to the address provided on top of this advertisement; Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000: For Attention: Mr K Kuppen Cullen


Applications for the posts at the Raisethorpe and Pietermaritzburg, quoting the reference number SWPD02/08, can be forwarded to the Regional General Manager; Department of Social Development, Private Bag X 1724, Pietermaritzburg 3200, For Attention: Mr E Ntuli
POST 06/211
:
PROBATION OFFICERS
SALARY
:
R106 335 pa

CENTRE
:
Insimbini Sub Office (2 posts) Ref: DBN21/07;  Ixopo District Office (1 post) Ref: SWPD03/08

REQUIREMENTS
:
A recognized Bachelor’s Degree in Social Work. Registration with Council for Social Services Professions and A valid Drivers License. Knowledge: Interpretation of relevant acts, mandates and policies relevant to children and adults in conflict with the Law, developmental approach to child and youth care Transformation of the child and youth care system, The Home Based Supervision Model and the human rights issues. Skills: Interviewing, interpersonal, communication (written and verbal), report writing, networking, innovation, computer literacy, administration, community liaison and advocacy. Personal Attributes: A creative mindset, Preparedness to learn, A decisive and proactive individual with integrity.

DUTIES
:
Conduct developmental assessment aimed at identifying strengths and developmental areas in children in conflict with the law that justify relevant interventions, Identify and make recommendations on the appropriate interventions required to address the identified conditions, Develop, determine and plan programs to render the recommendations efficiently, effectively and economically , Implement the recommended interventions by providing continuous support, guidance and advice to the affected individuals, groups, families and communities. Monitor and evaluate the effectiveness of the recommended interventions to address the conditions. Study, interpret, apply and give information on legislation and policies in the identified work fields to Assistant Probation Officers, volunteers and other role-players/ stakeholders. Compile pre-sentence, children court and pre-trial reports and attend to court enquiries and other tasks emanating from the court. Produce and maintain records of social work interventions, processes and outcomes. Support Assistant Probation officers and volunteers. Keep up to date with new developments in the probation/social welfare field. Monitor and study the social and probation services legal and policy framework continuously. Liaise/ attend meetings with other departments and non-governmental institutions to take cognizance of the latest developments in the relevant fields. Undertake first level social work research and development. Engage in continuous professional development activities as prescribed and perform all the administrative functions required of the job.
ENQUIRIES
:
Ms LT Mhlanga at 031 336 8700 (Insibini District Office)


Ms CS Nondabula at 039-834 1175 (Ixopo District Office)
APPLICATIONS
:
Applications for the post at the Insimbini District Office, quoting reference number DBN21/07, can be forwarded to the address provided on top of this advertisement; applications can be forwarded quoting the relevant reference number, Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000 For Attention: Mr K Kuppen Cullen


Applications for the posts at the Ixopo District Office, quoting the reference number SWPD03/08, can be forwarded to the Regional General Manager; Department of Social Development, Private Bag X1724, Pietermaritzburg 3200. For Attention: Mr E Ntuli
POST 06/212
:
SOCIAL WORKERS REF DBN23/07 (2 POSTS)
SALARY
:
R106 335.00 pa.

CENTRE
:
Valley View Place of Safety

REQUIREMENTS
:
A recognized Bachelor’s Degree in Social Work; Registration with Council for Social Service Professions. A valid Drivers License. Knowledge: Understanding mandates/legislation applicable to social welfare services; Knowledge of Criminal Procedure Act; Knowledge of the Transformation of the Child & Youth Care System; Restorative Justice; Understanding of the residential care setting and working in a multi-disciplinary environment Skills: Communication, Report writing and Networking, Project Management, Conflict Management, Research, Planning, Organizing, Coordinating and Teamwork. Working with children, troubled young people, youth offenders and their families. Personal Attributes: A creative mindset, Preparedness to learn, A decisive and proactive individual with integrity. NB: Valley View offers 24 hr residential services for children placed under the Child Care Act and a secure care programme for children who are in conflict with the law under the Criminal Procedure Act. The successful candidates may have to work flexi-hours and weekends
DUTIES
:
Provide developmental social welfare services by undertaking strengths based and developmental assessment of young people; Implement a comprehensive therapeutic programme for young people through the provision of case-work, groupwork, community outreach/awareness and family therapy services; Draw up IDPS and Reviews for young people and hold case-conferences; Undertake strategies to prevent long stay and abscondment of children; Maintain daily records, files, reports and monthly statistics;  Analyze statistics and input towards programmes; Network with relevant stakeholders; Advocate for young people; Assist children with court-readiness.

ENQUIRIES
:
Ms V Singh at 031-207 2519

APPLICATIONS
:
Applications can be forwarded quoting the relevant reference number, Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000

FOR ATTENTION
:
Mr K Kuppen Cullen
POST 06/213
:
SOCIAL WORKERS: PRODUCTION (SEVEN POSTS) REF DBN 24/07

SALARY
:
R106 335 pa

CENTRE
:
Durban Service Office (2); Chesterville Sub-Office (1); Maphumulo (2); Umlazi (1); Umbumbulu Service Office (1) 

REQUIREMENTS
:
Training: A recognized Bachelors Degree in  Social Work,   Registration with the South African Council for Social Work  Profession as a Social Worker,   Valid  Code 8 Drivers License Knowledge:  Relevant legislative mandates governing the social work service delivery,  Developmental Assessment, Welfare Priorities, Project Management Skills: Needs assessments and analysis, Project Management, Research, Communication, Professional report writing, Professional counseling, and Facilitation Personal Attributes: A creative mindset, Preparedness to learn, A decisive and proactive individual with integrity.

DUTIES
:
Conduct assessments aimed at identifying conditions in individuals, groups, families and communities;  Develop and implement interventions required to address the identified conditions; Provide professional counseling to affected individuals, groups, families and communities; Monitor and evaluate the effectiveness of interventions;  Record-keeping of social work interventions, processes and outcomes;  Report writing;   Networking with stakeholders;  Perform all statutory functions applicable to the relevant functions; Compile court reports and attend to court enquiries and other task emanating from the court;  Render social work services with regard to the care, support and development of vulnerable individuals, groups, families and communities through relevant programs;  Apply all methods of social work that is in casework, group work, community work and research within the scope of applicable mandates; Implement family preservation program 
ENQUIRIES
:
Ms NB Hoosen (Durban /Chesterville) at   031 360 54444



Ms ST Mphuthi (Maphumulo) at 032-481 2093



Mrs TE Ntombela Umlazi) at 031-918 8800



Mrs VHT Ngcamu (Umbumbulu) at 031 915 0011

APPLICATIONS
:
Applications can be forwarded quoting the relevant reference number, Regional General Manager, Department of Social Development, PO Box 1503 Durban 4000

FOR ATTENTION
:
Mr K Kuppen Cullen
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
:
22 February 2007

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 06/214
:
DEPUTY MANAGER:  FINANCIAL MANAGEMENT (REF. NO P 36/2008)

SALARY
:
R369 000 per annum (All inclusive flexible remuneration package)

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*A Degree / National Diploma in Finance or Commerce / Accounting; plus a minimum of 3 year’s supervisory / management experience in the field of finance within the public sector; plus a valid driver’s licence (minimum code B). Knowledge, Skills, Training and Competencies Required: *Knowledge of financial prescripts in the public sector.  *Knowledge of advance financial and analytical methodologies.  *Knowledge of financial management information systems in the public sector.  *In-depth understanding of legislation / policies / research / analysis / objectives / instructions.  *Knowledge of Public Service Acts, policies and regulations.  *Knowledge of the departmental reporting procedures and work environment.  *Knowledge of Asset /Fleet Management.  *Knowledge and understanding of procurement procedures.  *Understanding of the principles / processes / procedures of service delivery programmes.  *Project Management Skills – Provide financial information for planning and decision making by studying past, present and anticipated financial conditions and recommending courses of action.  *Problem solving, analytical and innovative thinking skills.  *Well developed written and verbal communication skills.  *Ability to utilise financial management computer packages.  *Mentoring, training, presentation and facilitation skills.  *Interpersonal relations.  *Planning, organising and management skills.  *The ideal candidate should be quick thinking, self disciplined, dedicated, reliable, honest, exemplary, thorough, creative, trustworthy and a team player.

DUTIES
:
*Preparation, presentation and reporting of the budget and cash flow projections of the Chief Directorate.  *Consolidate monthly management reports and consolidate cash flow projections, report on deviations from budget, analyse management reports and investigate and comment on variances and provide relevant, reliable and accurate financial information to the General Manager and Chief Financial Officer.  *Manage the virement requests of funds for the various components.  *Establish and maintain appropriate systems (analytical tools, information systems and models or projections of cost behaviour) and policies to ensure effective and efficient management of resources.  *Manage the resource of the component.

ENQUIRIES
:
Mr S S Nkosi, Tel. No: 033 – 355 8897

FOR ATTENTION
:
Mrs S McCarthy

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.
POST 06/215
:
DEPUTY MANAGER:  COMMUNITY LIAISON (P37/2008)
SALARY
:
R311 358 per annum (All inclusive flexible remuneration package)

CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree/National Diploma or equivalent qualification in Rural Development / Social Science, plus a minimum of 3 years experience in Community / Rural Development, plus* Ability to communicate in both isiZulu and English, plus* A valid Code Drivers Licence (minimum Code B)..Knowledge, skills, training and competencies required Understanding of PFMA and Treasury Regulations. * Understanding and knowledge of the Labour Relations reporting procedures and work environment. * Knowledge of computer based information (Powerpoint, MS Access).  * Knowledge to operate a variety of electronic equipment. * Experience in the field of Rural development. * Interpretation and application of policy.  * Problem solving and analytical thinking skills.  * Excellent communication skills (verbal and written).  * Presentation and facilitation skills.  * Negotiation skills.  * The ideal candidate should have honesty and integrity, be approachable, reliable and accurate. He or She should also have a demonstrated interest in Rural development and related fields.

DUTIES
:
*Liaising with both Internal and external customers e.g. Rural Road transport Forums, Local and District Traditional houses, Municipalities, regional and Cost Centre Offices and other similar bodies to maintain a working environment to sound and harmonious relationship.  * He / she will be involved in the implementation of strategy for the propagation of the Department’s profile befitting the aspirations of the majority of the people in the Province of KwaZulu Natal.  * Assisting the Manager in implementing institutional capacity building programmes and activities with relevant role players.  * Reporting to and advising the Manager on developments pertaining to RRTF matters

ENQUIRIES
:
Mrs T Mbonambi, Tel. No.: 033 – 355 8707

FOR ATTENTION
:
Mr R Marillier

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.
POST 06/216
:
CONTROL INDUSTRIAL TECHNICIAN: MATERIAL TESTING (REF. NO P 23/2008)

SALARY
:
R157 686 per annum

CENTRE
:
Pietermaritzburg Region

REQUIREMENTS
:
*A Degree / National Diploma in material testing, Civil Engineering or equivalent qualification.  *A minimum of 3 years in technical / scientific experience.  *A valid driver’s licence (Minimum code B). Knowledge, Skills, Training and Competencies Required: *Knowledge of standards and procedures as per TMH/TRH/COLTO/SABS.  *Knowledge of laboratory equipment.  *Knowledge of legislation and regulations governing the use of nuclear density testing devices.  *Knowledge in safety and training.  *Knowledge of planning and co-ordinating.  *Knowledge of computers.  * Knowledge in completion of materials As Built Data Sheets, materials report and recommendations.  * Knowledge of human resource matters.  *Knowledge of general administrative functions.  *Knowledge of Engineering material testing.  *Design skills.  * Communication skills (verbal and written).  * Good interpersonal skills e.g. discipline, tack, conflict etc.  *Problem solving skills.  * Management skills.  *Computer literacy.  *Report writing skills.  *Organizing and planning skills.  * The candidate should be able to work independently and as a team, reliable, responsible, honest and have integrity. He/ She should also be loyal, dedicated, open, transparent, decisive, neutral and culturally aware.

DUTIES
:
*Provide a materials investigation service.  * Provide a materials process and acceptance control service.  * Manage the materials component resources.  *Provide a materials design and recommendation service.  *Provide materials input on all Regional infrastructure planning.
ENQUIRIES
:
Mr W Bennett, Tel. No: 033 – 845 5800

FOR ATTENTION

Mr B Hornsby

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.
POST 06/217
:
CONTROL INDUSTRIAL TECHNICIAN: ROAD PAVEMENT & STRUCTURAL DESIGN (REF. NO P 24/2008)

SALARY
:
R157 686 per annum

CENTRE
:
Regional Office, Ladysmith

REQUIREMENTS
:
*Degree / National Diploma in Civil Engineering or equivalent qualification. *Minimum of 3 years technical / scientific experience; plus *A valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies Required: *Knowledge of legislation, procedures and processes pertaining to the Public Sector.  *Knowledge of Departmental policies.  *Knowledge of Departmental and technical policies, procedures and guidelines.  *Interpretation and application of legislation and departmental policies.  *Management skills.  *Problem solving and analytical thinking skills.  *Computer skills.  *Verbal and written communication skills.  *Project management and motivation skills.  *Negotiation and conflict management skills.  *Presentation and facilitation skills.  *Planning and organizational skills.  *Ability to chair meetings.  *Interpersonal skills.  *The ideal candidate should be committed to organizational objectives and strategies and have a demonstrated interest in road construction, maintenance and other related fields.  *He / she should also be receptive to ideas and suggestions, be reliable, a team player, open and transparent, innovative / creative and lead by example.

DUTIES
:
*Control and monitor Traffic Engineering services.  *Manage Roadside Developments and access control services within the Region.  *Control and Manage road network assessments within the Region.  *Co-ordinate environmental and expropriation services.  *Manage technical contracts within the Region.  *Ensure optimal usage of resources.
ENQUIRIES
:
Mr S Mothilal, Tel. No: 036 – 638 4400

FOR ATTENTION

Mr B Hornsby

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.
POST 06/218
:
SENIOR ARTISAN SUPERINTENDENT (3 POSTS)

SALARY
:
R157 686 per annum 

CENTRE
:
Cost Centre, Hluhluwe (REF. NO P 25/2008)


Cost Centre, Ulundi (REF. NO P 26/2008)



Cost Centre, Vryheid (REF. NO P 27/2008)
REQUIREMENTS
:
An appropriate National Diploma (T/S/N- stream) in the mechanical engineering field with a minimum of 3 (three) years experience in the field of preventative maintenance and repairs of Earthmoving Equipment Plant such as Bulldozers, Graders, Excavators, TLBs and Trucks. OR *An appropriate N4 mechanical certificate plus a Trade Diploma either in Earthmoving Equipment Mechanic, Construction Plant Mechanic, Diesel Mechanic, Diesel Fitter Mechanic, Automotive Fitter Mechanic or Tractor Mechanic with a minimum of six(6)  years relevant experience on Earthmoving Equipment Plant (Heavy Plant) such as Dozers, Graders, Loaders, Excavators, TLB and Trucks.  *A valid Code C1 driver’s licence.  Knowledge, Skills, Training and Competencies Required: *In-depth knowledge of maintenance and repairs of plant and equipment.  *A wide knowledge of Oil Analysis programme.  *Knowledge of Road Traffic and Road Transportation Legislation.  *Knowledge of Dangerous Goods Regulations.  *Knowledge of transport regulations.  *Sound knowledge of Occupational Health and Safety Act (OHS).  *Knowledge of Environmental Conservation Act.  *Sound knowledge of administrative process.  *Sound knowledge of procurement procedures.  *Sound knowledge of delegation of authority. *Sound knowledge of disciplinary procedures/ Labour Relations *Sound knowledge of PMDS procedures.  *Knowledge of PFMA.  *Knowledge of Microsoft Windows based computer programmes.  *Knowledge of PJC computer programme.  *Literacy and Numeracy skills.  *Driving skills (Certificate of competency).  *Operating equipment skills.  *Basic language skills.  *Computer literacy skills.  *Typing skills.  *Project management skills.  *Financial management skills.  *Training and mentorship skills.  *First aid skills to attend to minor injuries.  *Ability to interpret and apply policies.  *Negotiating skills.  * Analytical and innovative skills.  * Problem solving skills.  * Accurate diagnosis of defects.  *Accurate interpretation of oil analysis returns.  * Supervisory/ Management skills.  *Planning and organizing skills.  *Interpersonal skills.

DUTIES
:
Manage the preventative maintenance and repair programme of plant, equipment and vehicle.  *Conduct mechanical administrative functions of plant relating to the mechanical division.  *Provide specialist advise, guidance and ensure policy development to comply with the OHS Act and Environment Act.  *Manage the mechanical budget allocations and expenditure at the Cost Centre level *Manage human resources in terms of prescribed policies and procedures. * Manage mechanical projects within the Cost Centre.

ENQUIRIES
:
Mr L X K Mtambo, Tel. No: 035 – 787 1442
FOR ATTENTION

Mr B Hornsby

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African or Indian female.
POST 06/219
:
CHIEF INDUSTRIAL TECHNICIAN (P 35/2008)



Kindly note that this is a re-advertisement. Applicants who applied previously and who still wish to be considered are at liberty to re-apply. It is the intension of this department to fill this post with a person from the disabled community or an African female.

SALARY
:
R132 054 per annum
CENTRE
:
Cost Centre, Port Shepstone: Area Office, Umzumbe

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

DUTIES
:
*Provision of advice and assistance with regard to technical related matters to staff in order to develop and execute business plans in line with the departmental strategy.  *Assist the Area Manager in so far as to manage the financial resources and utilization of various resources to stay within the budget.  *Supervise / Manage materials and services efficiently (Quality Control).  *Provide mentorship to the Vukuzakhe contractors as well as the in house teams.  * Assist in the control and maintenance of computer based information systems thereby providing accurate and timeous information.

ENQUIRIES
:
Mr H Manders, Tel. No: 039 – 682 0124

FOR ATTENTION

Mr B Hornsby

POST 06/220
:
SENIOR INDUSTRIAL TECHNICIAN: ROAD CONTROL PROJECT (P 28/2008)

SALARY
:
R106 355 per annum
CENTRE
:
Cost Centre, Estcourt

REQUIREMENTS
:
*Degree / National Diploma in Civil Engineering or equivalent qualification. *Minimum of 1 year appropriate experience; plus a valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies Required:  *Knowledge of budget, expenditure and business plans.  *Knowledge of legislation, policy, regulations, procedures and methods pertaining to the Public Sector.  *Knowledge of project management.  *Working knowledge of administrative procedures.  *Knowledge of procurement processes.  *Knowledge of technical matters in a civil engineering environment.  *Knowledge of construction and management.  *Project and conflict management skills.  *Good negotiation and facilitation skills.  *Computer literacy.  *Verbal and written communication skills.  *Public speaking, presentation and facilitation skills.  *Planning and organizational skills.  *Interpersonal relations.  *Ability to chair meetings.  *Good organization management and leadership skills.  *The ideal candidate should be committed to organizational values, a team builder, responsible, conscientious, patient and lead by example.  *He / she should also be receptive to ideas and suggestions, believe in fairness and have the ability to exercise tactfulness.

DUTIES
:
*Supervise and manage the projects with regards to materials, plant and labour to ensure cost effective service delivery.  *Assessing projects for the business plan in line with Departmental objectives.  *Ensure proper utilization of financial / personnel resources to stay within the budget.  *Efficient and effective training and developing of Emerging contractors and Trainee Technicians for experiential training.  *Ensure fair tender procedures with regard to assessments, estimates, workshop adjudication and implementation of projects.  *Manage equipment, materials, human and other resources effectively to ensure service delivery.

ENQUIRIES
:
Mr B G Matjila, Tel. No: 036 – 352 3153

FOR ATTENTION

Mr B Hornsby

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.

POST 06/221
:
SENIOR INDUSTRIAL TECHNICIAN: PROJECT IMPLEMENTATION (P 29/2008)
SALARY
:
R106 355 per annum
CENTRE
:
Cost Centre, Stanger

REQUIREMENTS
:
*Degree / National Diploma in Civil Engineering or equivalent qualification. *Minimum of 1 year appropriate experience; plus a valid drivers license (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Good knowledge of general operating skills like, chain saw, worker and minor plant.  *Knowledge of financial and human resource matters.  *Knowledge of planning and organizing.  *Knowledge of construction management.  *Knowledge of project management.  *Conflict management skills.  *Good negotiation and facilitation skills.  *Good report writing skills.  *Good public speaking skills.  *Ability to chair meetings.  *Computer literacy.  *The ideal candidate should be committed to organizational goals, have good interpersonal relations, honesty and integrity and be teamwork orientated.  *He / she should also be receptive to ideas and suggestions, have leadership abilities, the ability to work under pressure and be reliable, open and transparent.

DUTIES
:
*Supervise and manage the projects with regards to materials, plant and labour to ensure cost effective service delivery.  *Assessing projects for the business plan in line with Departmental objectives.  *Ensure proper utilization of financial / personnel resources to stay within the budget.  *Efficient and effective training and developing of Emerging contractors and Trainee Technicians for experiential training.  *Ensure fair tender procedures with regard to assessments, estimates, workshop adjudication and implementation of projects.

ENQUIRIES
:
Mr S C Majola, Tel. No: 031 – 700 2222

FOR ATTENTION

Mr B Hornsby

NOTE
:
It is the intension of this department to fill this post with a person from the disabled community or an African female.
POST 06/222
:
ADMINISTRATIVE OFFICER (ACQUISITIONS SECTION) (REF. NO. P 46/2008)



Kindly note that this is a re-advertisement.  applicants who applied previously and who still wish to be considered are at liberty to re-apply. it is the intension of this department to fill this post with a person from the disabled community or an African female.

SALARY
:
R106 335 per annum

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*A Senior Certificate; plus a minimum of 3 years’ clerical / administrative experience. Knowledge, Skills, Training And Competencies Required:  *Knowledge of Procurement delegations and legislation.  *Knowledge of Procurement administration processes, policies and procedures.  *Knowledge of BAS and relevant financial regulations, policies and procedures).  *Knowledge of Delegations of Authority.  *Knowledge of Supply Chain Management.  *Computer skills.  *Proficiency in Intenda computer procurement system and ability to draft product specifications. *Good communication skills – verbal and written.  *Problem solving and decision making skills.  *Financial Management skills.  *Analytical thinker. Knowledge of Tender closing procedures. *Adapt to change.  *The ideal candidate should be an innovative thinker, positive and responsible.  *He / she should also have high ethical behavior and integrity, a team player and be a problem solver and approachable.

DUTIES
:
*Processing of quotations, including emergency applications in terms of relevant policy and procedures.  *Checking and monitoring of applications associated with Cellular Phones and Photo Copiers.  *Supervise the maintenance of statistics in terms of Supply Chain Management (SCM) reporting and quotations.  *Supervision / discipline of staff.  *Co-ordinate Asset Management using HARDCAT system. *Supervise the capture and authorization of BAS forms and drafting of orders.

ENQUIRIES
:
Mr P Moore, Tel. No.: 033 – 355 8659

FOR ATTENTION
:
Mr B Hornsby

ANNEXURE S
PROVINCIAL ADMINISTRATION: WESTERN CAPE
DEPARTMENT OF HEALTH
In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.

OTHER POSTS

POST 06/223
:
DEPUTY DIRECTOR: (HOSPITAL SECRETARY) (2 POSTS)


(South Cape/Karoo Region)

SALARY
:
R311 358 per annum (a portion of the package can be structured according to the individual’s personal needs). 

CENTRE
:
Post A: Knysna Hospital, Knysna (1 post)



Post B: Mossel Bay Hospital, Mossel Bay (1 post)

REQUIREMENTS
:
Senior (or equivalent) Certificate and extensive appropriate experience. Computer literacy. Valid driver’s licence. Appropriate managerial experience. The following will serve as recommendations: Good managerial ability, interpretation and organisational skills. Knowledge of BAS and PERSAL computerised systems. Knowledge and experience in Labour Relations, Finance, Personnel, LOGIS and Supply Chain Management. Ability to work under pressure, meet deadlines and solve complex problems. 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. 

DUTIES
:
Responsible for the overall management and control of the Administraion of the hospital with the Medical Superintendent and the Assistant Director: Nursing. This includes representing or deputising for the Medical Superintendent at meetings. Responsible for financial management, e.g. establishing of budget needs, expenditure and income monitoring and control of Supply Chain Management. Ensure sound Human Resource Management including Labour Relations and Human Resource Development. Co-ordinate with the other members of Management and Nursing/Medical staff. Timeous reporting to the South Cape/Karoo Regional Office as required. Support to staff. Administrative support to Primary Health Care Clinics. 

ENQUIRIES
:
Post A: Dr AJ Venter, tel.no. (044) 302-8404



Post B: Dr S Janicki, tel.no. (044) 691-2011 

APPLICATIONS
:
The Director: South Cape/Karoo Region, Private Bag X6592, George, 6530

FOR ATTENTION
:
Ms S Pienaar

CLOSING DATE
:
22 February 2008

POST 06/224
:
PRINCIPAL MEDICAL OFFICER: ART CLINICS (3 POSTS)


(Comprehensice Health: HIV/AIDS/STI/TB Programme)

SALARY
:
R311 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
:
Vredenburg Hospital (Saldanha bay sub-district) 1 Post



TC Newman CHC (Paarl East)  2 posts



(West Coast/Winelands Region)

REQUIREMENTS
:
MBChB. Registration with the Health Professions Council of South Africa as Medical Practitioner. Knowledge and skills to manage HIV positive and TB patients holistically, with special emphasis on ART. Valid driver’s licence (code EB manual) and willingness to travel within the sub-district.  Management experience and the ability to function independently and efficiently within a multi-disciplinary team. Recommendations: Understanding of the Provincial HIV and AIDS, STI, TB strategic plans.  Willingness to attend related training courses, workshops to broaden clinical skills and knowledge. Good organizational, interpersonal and communication skills and the ability to perform clinical tasks efficiently.

DUTIES
:
Co-ordination and efficient and effective management of the ART clinic. Comprehensive clinical management of HIV and AIDS patients (including those on ART treatment- holistic management of patients on HAART) and management of emergencies and chronic care. The development and implementation of a comprehensive treatment plan for all HIV+ patients within the sub-district. Support and outreach to the PHC facilities within the sub-district with regards to the STI/TB and HIV and AIDS programs. Assist with training programs for staff in the region with specific emphasis on TB and HIV. Participation and facilitation of research activities. Liaise with all relevant roleplayers. Assist with monitoring and evaluation of the HIV/TB/STI programs.

ENQUIRIES
:
Ms A Herling, tel. no. (022) 487-9271.

APPLICATIONS
:
The Director: West Coast/Winelands Region, Private Bag X 15, Malmesbury, 7299

FOR ATTENTION
:
Mr CJ Matshoza 

CLOSING DATE
:
29 February 2008

POST 06/225
:
PRINCIPAL MEDICAL OFFICER


Forensic Pathology Services

SALARY
:
R311 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. (Fixed overtime contract mandatory.)

CENTRE
:
Oudtshoorn and Mosselbay (stationed in Oudtshoorn)

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. Ability to communicate in at least two of the three official languages of the Western Cape. A valid driver’s licence. Ability and willingness to perform duties outside of normal hours and away from base of employment, if and when required.  Good interpersonal skills including effective service delivery within a group situation at all levels of authority. Extensive knowledge of the functioning of a Forensic Pathology Service. MBChB. Computer literacy. Recommendations: Ability to perform post mortem examinations. Ability to present evidence in Local, Regional and High courts. Ability to lecture to students and Forensic Officers. Appropriate diploma in Forensic Pathology will be a strong recommendation

DUTIES
:
The successful candidate will be responsible for: Forensic post mortem examinations and all other investigations and documentation that stems from a Medical Officer level. Attendance and examination of scenes. Presenting expert evidence in courts of law as requested by the Department of Justice. Support to the Principal Specialist in the Regional FPS activities as well as assistance with the administrative duties as requested. Guidance of the Forensic Pathology Personnel on post mortem examinations. Participating in the teaching, research and learning activities in the service. Informal training of law enforcement groups, sections from criminal justice and other interested parties, in the provision of Forensic Pathology Services. 

ENQUIRIES
:
Mr S Fyfe, tel. no. (044) 873-4370.

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

FOR ATTENTION
:
Mr R Merton

CLOSING DATE
:
29 February 2008

POST 06/226
:
PHARMACIST (HIV SERVICES)

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
:
Ability to be registered with the South African Pharmacy Council as Pharmacist. Knowledge of National and Provincial health policies and pharmaceutical acts. Willingness to assist with training interns and assistants. Knowledge of ARV’s. Recommendations: Experience in a public health facility. Effective interpersonal and communication skills. Ability to work accurately under pressure and as part of a team and to maintain a high standard of professionalism. Computer literacy. Note: If the service moves from Red Cross War Memorial Children’s Hospital to another level of Care or Clinic you will be required to relocate with the service to the relevant level. 

DUTIES
:
Supervision and provision of pharmaceutical care, including prescription evaluation, dispensing of medication and provision of information to ensure patients compliance and therapeutic success, particularly in the field of HIV. Effective drug supply management to ensure the safe and reliable procurement, storage and distribution of quality pharmaceuticals. Assistance with monitoring and reporting on pharmaceutical expenditure, adherence to budgetary control measures and promotion of rational drug use. Professional advisory service, including the training, education and development of pharmacy staff. Assistance to the pharmacist-in-charge of management and supervisory functions. Adherence to and implementation of legislation policies and standard operating procedures as amended.

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
:
22 February 2008

POST 06/227
:
INDUSTRIAL TECHNICIAN (ANAESTHETIC SECTION)
SALARY
:
R106 335 per annum.

CENTRE
:
Groote Schuur Hospital, Observatory

REQUIREMENTS
:
A National Diploma in Electro/Mechanical Engineering (T, S, or N-stream) or registration as an Engineering Technician in terms of the Engineering Profession of South Africa Act (Act 46 of 2000) proof must be submitted. Knowledge of hydraulics, pneumatics, fine mechanics and electronics. Excellent ability to fault find. Valid drivers licence. Recommendations: Computer literacy. Hands on experience in repair of life support equipment. Ability to do lather, milling weld and solder work. 

DUTIES
:
Carry out maintenance, repairs, calibration, modifications and installation of anaesthetic and related equipment. Ensuring that the equipment meets the legal and safety requirements of the manufacturers, users and statutory bodies and that it is safe for patient use. Be on call-out for after hour service. Handling of agent call-outs. Assist with general administration, reports, specifications and record keeping. Ensuring compliance of the Occupational Health and Safety Act of 1993.
ENQUIRIES
:
Mr J Marais, tel. no. (021) 404-4040.

APPLICATIONS
:
The Chief Director, Groote Schuur Hospital, Private Bag, Observatory, 7937.

FOR ATTENTION
:
Ms F Safodien (HRM Department)

CLOSING DATE
:
29 February 2008

DEPARTMENT OF TRANSPORT AND PUBLIC WORKS

APPLICATIONS
:
The Senior Manager: Human Capital Management Department of Transport and Public Works Private Bag X9185 or 9 Dorp Street Cape Town 8000

FOR ATTENTION
:
Mr R Versfeld
CLOSING DATE
:
22 February 2008

NOTE
:
Applicants may be required to undergo a competency assessment and security clearance. The appointment will be subject to the conclusion of an employment contract and an annually renewable performance agreement, in terms of which the position of appointee’s future incentive will be determined. The successful candidate will be required to sign a performance agreement and disclose his or her financial interest in accordance with the prescribed regulation and form. He/she may also be expected to undergo a process of security vetting.
MANAGEMENT ECHELON
POST 06/228
:
SENIOR MANAGER: PROPERTY PLANNING U2/07/410


Job purpose: To strategically manage the Provincial Immovable Asset Portfolio and to assume the responsibility of providing a coordinated key account management strategy to meet client departments’ accommodation requirements throughout the property life cycle stages and the optimal utilisation of the assets.
SALARY
:
R540 429 per annum, including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Directorate Property Planning, Cape Town

REQUIREMENTS
:
A B. degree in any built environment discipline (Quantity Surveying, Town Planning, Valuation, Architecture or Engineering) or in finance, economics or business studies. Competencies needed: • strong analytical and policy development skills • good financial/budgetary skills • proven planning and organisational skills • excellent written and communication skills • good systems and computer skills • knowledge of applicable legislation Experience: Extensive appropriate experience in property planning, asset management and property economics will be an added advantage. 
DUTIES
:
• develop and manage the Provincial Immovable Asset Management Plan • manage and maintain the Provincial and User Property Portfolios • develop and implement a key accounting management strategy • ensure that optimal investment decisions are coordinated in meeting client’s accommodation needs and use properties to support national and provincial strategies and policies • ensure optimum utilisation of all provincial properties and be responsible for analysing and advising on cost-effective, value enhancing and socially just decisions for the provincial property portfolio • assess risks, trends and cost and provide a basis for investment decision, renovation, leasing, space optimisation and disposal of immovable properties • assume responsibility for managing valuations and ensure the provision of competent, comprehensive and cost-effective information • develop and maintain a uniform planning and reporting system

ENQUIRIES
:
Mr HJ Isaacs, Tel (021) 483 2186
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