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Introduction

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.

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.

Directions to candidates

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).

Applicants must indicate the reference number of the vacancy in their applications.

Applicants requiring additional information regarding an advertised post, must direct their
enquiries to the department/provincial administration / component where the vacancy exists.

Applications should be forwarded in time to the advertising department since applications
received after the closing date referred below will not be accepted.

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).

Directions to Departments/Provincial Administrations/Components
The contents of this Circular must be brought to the attention of all employees.

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.

Directions to departments provincial administrations/components in which vacancies
exist

In respect of vacancies that have been identified to promote representativeness, the measures
contained in Chapter 1, Part Ill. 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.

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 03 MARCH 2008
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ANNEXURE A

DEPARTMENT OF AGRICULTURE
The Department of Agriculture is committed to providing equal opportunities and practicing
affirmative action employment. It is the department’s intention to promote equity through the
filling of all numeric targets as contained in the Employment Equity Plan. To facilitate this
process successfully, an indication of race, gender and disability status is required.

APPLICATIONS : ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone
0860-103-113.

FOR ATTENTION : ITP Response Handling

CLOSING DATE : 18 February 2008

NOTE : Applications must be accompanied by Z 83 and a recent updated

comprehensive CV as well as certified copies of all qualification(s)
and ID-document. Should you be in possession of a foreign
qualification it must be accompanied by an evaluation certificate
from the South African Qualification Authority (SAQA). Failure to
submit the requested documents will result in the application not
being considered. It is our intention to promote representivity (race,
gender and disability) in the Department through the filling of this
post and candidates whose transfer/promotion/appointment will
promote representivity will receive preference. An indication in this
regard will facilitate the processing of applications. All qualifications
will be verified. Successful candidates will be appointed on a
probation period of 12 months

OTHER POSTS

POST 05/01 : DEPUTY DIRECTOR: ANIMAL PRODUCTION (REF 39/2008)
Directorate: Grootfontien Agricultural Development Institute

SALARY : R311 358 per annum Inclusive packages

CENTRE : Middelburg (Eastern Cape)

REQUIREMENTS : A M. Sc Degree in Agriculture in the field of Animal Science.

Extensive experience related to Agricultural Education, Training and
Research. Experience in management of staff, budgets and other
resources. Excellent proven writing skills related to papers
published in peer reviewed scientific journals. Computer literacy
with regard to word processing, spreadsheets, databases, graphic
and statistical software packages. Excellent communication and
presentation skills.

DUTIES : Head the Animal Production Management and coordination of the
training programme of the Animal Production together with the
College Principal. Management and coordination of the animal
production research programme of the institute together with the
Head of Research of the institution. Establishment and maintenance
of links with clients as a forum for the identification of needs (this is
done in the form of organising and attendance of relevant meetings,
representation on committees and participation in work groups).
Plan and initiate appropriate courses and projects to address the
needs of clients. To execute quality control over the training and
research activities of the Animal Production unit. Assist scientists
with analysis and interpretation of research data. Supply of advice
through telephonic or written correspondence. Presentations and
talks on information days such as subject advisory and liaison
committee meetings as well as farmers days and farmers
associations days on request. Deliver talks to visiting groups to
GADI. Responsible for quality assurance of all publications by the
unit in popular and scientific magazines. Progress reports and
annual reports. Papers and posters at national and international
conferences and symposia. Budgeting and expenditure control.

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

POST 05/02 : IN-SITU OFFICER (REF 40/2008)
Directorate: Genetic Resources Management

SALARY : R132 054 per annum

CENTRE : Gene Bank, Roodeplaat



REQUIREMENTS

DUTIES

ENQUIRIES
POST 05/03

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

A B. Sc Degree in Agricultural Science or B.Tech with
specialisation in Crop Science, Botany or Genetics. Relevant
experience in working with Extension and local communities. In
depth knowledge of the plant morphology, population genetics,
plant breeding and documentation systems related to the in-situ
conservation of plant genetic resources for food and agriculture.
Computer literacy (MS Office). Good communication (verbal and
written) skills in English. A valid driver’s licence and the ability to
drive. Be prepared to travel countrywide to carry out duties.
Implementation of in-situ conservation strategies, including on-
farm projects for long term conservation of landraces. Monitoring
of on-farm conservation projects as directed by the In-Situ
Conservation Specialist. Contribute towards the functions of the
IKS Policy through the characterisation of biological resources
and practices of local communities. Assist the In-Situ
Conservation Specialist with maintaining a database on the status
of on-farm conservation projects of crops species as well as
activities that promote their cultivation, like seed diversity fairs to
facilitate exchange of genetic material and prevent social losses.
Assist the In-Situ Conservation Specialist with maintaining an on-
farm database for crop species and other mandate species in
existing reserves as well as wild crop relatives. Assist the
collection officer in the collection of all plant genetic resources for
food and agriculture (landraces, wild relatives and endangered
medicinal plants) from all ecological zones. Assist in
characterisation, multiplication and regeneration activities of the
National Gene Bank.

Mr. A. Lezar, Tel. No. 012-808-5387

DOCUMENT SECURITY AND RISK MANAGEMENT OFFICER
(REF 44/2008)

Directorate: Security Services

R132 054 per annum

Pretoria

A Grade 12 Certificate or equivalent qualification and / or three-
years post qualification. A National Intelligence Agency (NIA)
Security Management Course and qualifications in Document
Security and Risk Management. Extensive knowledge in Document
and Risk Management practices. Investigation and presentation
skills. The ability to work independently and under pressure.
Computer literacy, conflict resolution, negotiation and report writing
skills. Extensive knowledge of all security legislations including the
MISS. Willingness to work extensive hours and must have a valid
driver’s licence.

Conduct threat and risks assessments in the department and
develop/ implement security measures to prevent or minimise
security risks. Investigate fraud and corrupt activities. Advise
Director: Security Services on sector and departmental issues and
develop a strategic intervention. Assist in the formulation of policies
in the department from a security risk point of view. Develop and
implement a fraud/ corruption prevention plan. Evaluate assets with
specific reference to crime risks. Liaise with relevant stakeholders.
Assist with the design of the training and awareness intervention
within the department. Conduct staff awareness with regard to
document security and risk management processes and
responsibilities. Ensure the safe custody of DoA records. Promote
effective, efficient and accountable management of departmental
records. Conduct inspections/ audits to all directorates and
registries in the department to ensure compliance with relevant
legislation in terms of the MISS. Draft policies and procedures in
terms of document security. Ensure proper classification, storage,
handling and dispatch of documents based on the MISS. Monitor
compliance to security policies and measures.

Mr. M. Steffen, Tel. No. 012-319-7338



POST 05/04

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
POST 05/05

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES
POST 05/06
SALARY

CENTRE
REQUIREMENTS

AGRICULTURAL PRODUCT TECHNICIAN (REF 41/2008)
Directorate: Bio Safety

R132 054 per annum

Pretoria

A B. Sc Degree or equivalent qualification in agricultural or
biological sciences (you are required to furnish a credit certificate
and/ or statement of results). Major subjects in either of the
following: Biotechnology, Molecular Biology, Genetics, Microbiology
or Biochemistry. Relevant experience and knowledge of the
principles of biotechnology and genetic modification, including
principles of risk analysis. Knowledge, understanding and ability to
interpret requirements and provision of legislation, policies and
other issues related to bio-safety, including the Genetically Modified
Organisms Act, 1997 and the Cartagena Protocol on Bio-safety.
Good communication skills (written and verbal). Good information
management and record keeping skills. Ability to work
independently and under pressure. Computer literacy in MS Office
software. The ability to compile documents such as submissions,
letters, reports, recommendations and other line function
documentation independently. A valid Code B driver’s license.
Manage the administration of permits issued in terms of the
Genetically Modified Organisms Act, 1997 (Act No. 15 of 1997)
by determining, monitoring and reporting on compliance to permit
conditions. Initiate and co-ordinate inspections of authorized
GMO activities (permits) by liaising with inspection officials and
facilitating the exchange of information and documents for
conducting inspections. Management of GMO databases relating
to the issue and monitoring of GMO permits. Providing advisory
services and input on matters relating to compliance with the
GMO Act, regulations and permits issued. Facilitate knowledge
and information related to monitoring of GMO'’s in the form of
compiling reports, submissions, presentations etc. Liaise with
clients and relevant stakeholders.

Ms. C. Arendse, Tel. No. 012-319-6199

SENIOR SUPPLY CHAIN MANAGEMENT PRACTITIONER (REF
38/2008)

R132 054 per annum

Directorate: Supply Chain Management, Pretoria

Grade 12 certificate or equivalent qualifications with relevant and
sufficient Logistical Information Management System (LOGIS)
experience. Good verbal and written communication skills.
Successful completion of LOGIS | course.

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

Ms. S. Makhafola, Tel. No. 012-319-7199

SENIOR  AGRICULTURAL FOOD AND QUARANTINE
TECHNICIAN (REF 47/2008)

R132 054 per annum

Directorate: Agricultural Product Inspection Services, Beitbridge
Appropriate three-years Diploma/ Degree in Agriculture or B.Sc
Degree in Agriculture with at least one of the following subjects as a
major: Plant Production (Entomology or Pathology), Horticulture,
Animal Health (you are required to furnish a copy of the academic
transcript). Relevant experience in one of the related fields, A valid
code B driver’s licence and the ability to drive. Good communication
skills with special emphasis on conflict management and basic
computer knowledge and experience. Conduct inspections inter alia
on trucks, in containers, etc. Be prepared to travel and work away
from home/ office on short notice, work overtime during the week



DUTIES

ENQUIRIES
POST 05/07

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES

POST 05/08

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

POST 05/09

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

and weekends and work irregular hours (shifts).

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

Mr. R.E. Maisha, Tel. No. 012-319-6451

SUPPLY CHAIN MANAGEMENT PRACTITIONER (REF 37/2008)
Directorate: Supply Chain Management

R106 335 per annum

Pretoria

Grade 12 certificate or equivalent qualification. Relevant and
sufficient experience with regards to the managing and processing
of assets on Logistical Information Management System (LOGIS).
Good verbal and written communication skills. Successful
completion of LOGIS | course.

Manage stores and assets within the Department.  Ensure
compliance of the prescribed Supply Chain Management
procedures. Provide guidance and assist with all functions on
LOGIS. Verify and authorise actions of supervised employees on
LOGIS, including service delivery, people management and
development, training, supervising and motivation of employees.
Co-ordinate stocktaking according to stocktaking programme.
Manage the disposal process of assets, transito functions, etc.

Mr. T.J. Kgorutla, Tel. No. 012-319-7272

HUMAN RESOURCES OFFICER (REF 28/2008)
Directorate: Human Resources Management

R85 362 per annum

Pretoria

Grade 12 or equivalent Certificate. Knowledge and experience in an
HR-administration environment dealing with e.g. Appointments,
Transfers, Performance Management and Conditions of Service.
Computer literate (proof should be submitted and skills could be
tested). Knowledge of the PERSAL-System. A pre-interview test will
be conducted to assess the required skills and knowledge.

Be responsible for the handling of various aspects pertaining to
Human Resources matters, i.e. appointments, performance
management, conditions of service, etc.

Ms. M.E. Henning, Tel. No. 012-319-6940

SUPPLY CHAIN MANAGEMENT CLERK (REF 29/2008)
Directorate: Supply Chain Management

R58 290 per annum

Pretoria

Grade 12 certificate or equivalent qualifications with relevant
experience. Computer literacy. Good verbal and written
communication skills.

Perform functions on Logistical Information Management System
(LOGIS) such as stores, capture requests, placing of orders, control
assets and settle payments.

Ms. S. Makhafola, Tel. No. 012-319-7199



POST 05/10

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

SUPPLY CHAIN MANAGEMENT CLERK (4 POSTS) (REF
30/2008)

Directorate: Supply Chain Management

R49 665 per annum

Pretoria

Grade 12 certificate or equivalent qualifications with relevant
experience. Computer literacy. Good verbal and written
communication skills.

Perform functions on Logistical Information Management System
(LOGIS) such as stores, capture requests, placing of orders, control
assets and settle payments.

Mr. T.J. Kgorutla, Tel. No. 012-319-7276

Ms. S. Makhafola, Tel. No. 012-319-7199



ANNEXURE B

COMPANIES AND INTELLECTUAL PROPERTY REGISTRATION OFFICE

CLOSING DATE
NOTE

POST 05/11

SALARY

REQUIREMENTS

DUTIES

ENQUIRIES

(CIPRO)

CIPRO is an equal opportunity, affirmative action employer.

15 February 2008

The successful candidate will be subjected to the signing of an
annual Performance and Development Agreement (PDA) and must
be prepared to undergo a process of security clearance prior/
subsequent to appointment as and when required. In addition,
applicants may, as part of the selection process, be expected to
undergo technical/ competency assessments. A new appointment
will be made on a 12 months probation period. Preference will be
given to candidates whose appointment will enhance representivity
in accordance with the approved employment equity plan.
Qualification and SA citizenship checks will be conducted on the
successful candidate. It is the applicant's responsibility to have
foreign qualifications evaluated by the South African Qualifications
Authority (SAQA). CIPRO reserves the right not to fill an advertised
position. For more information on how to apply for this challenging
post please visit our website: www.cipro.drm-za.com/

OTHER POST

PAYROLL OFFICER (REF S60/2007/8)

Business Unit: Finance and Procurement

Purpose of the Job: To assist with the management of the payroll
process in order to ensure effective and efficient services that is
compliant with legislation and meets the needs of CIPRO’s
employees.

R106 335 Basic salary p/a, Total salary package per annum R149
315

Qualifications, Experience & Knowledge: Grade 12 with 2-3 years
relevant Experience. *1-2 year’s relevant experience in payroll
administration. +« Advanced knowledge of PFMA, Treasury
regulations, SARS Tax act and DPSA policies. *MS Office.
Proficiency in Persal and ACCPAC is essential. Code 08 drivers
license essential

Key result areas: Reporting to the Payroll Manager this position
calls for an enthusiastic, action orientated individual who can
successfully work independently and in a group in a highly stressed
environment. Your primary responsibilities can be summarized as
follows: « assist the Payroll Manager with the the control of Salaries.
» Determine departmental debt for service terminations and process
on PERSAL -« Capture payment transactions on PERSAL+ Assist
with the implementation of control procedures and measures.
Clearing of suspense accounts * Handling of internal and external
correspondence with regard to Salary administration « Compile
reports. * Implementation of Salary deductions and amendment of
stop orders. « Payment of Salary deductions to relevant institutions.
« Verification of transactions on the exception report. *Processing of
allowances and deductions on PERSAL « Compile monthly statistics
in relation to remuneration matters. « Monthly reconciliation of the
following: Tax reconciliation, Medical aid reconciliation, Home
owners deduction, Housing guarantees, Motor Finance, Payrolls,
Garnishees, Insurances, RSC, Levies, Pension deductions,
Compliant loans, Tuition Fees, PERSAL and ACCPAC run totals as
well as PERSAL and ACCPAC reconciliation. * Handle salary
administration and queries, reconcile IRP5 for tax purposes. ¢
Capturing of overtime authorizations and claims * Compile internal
control procedures for overtime claims.

Mr. Sifiso Dube 012 394 5336



ANNEXURE C

DEPARTMENT OF DEFENCE

This Department is an affirmative action/equal opportunity employer. Disabled employees are

POST 05/12

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

CLOSING DATE

especially invited to present their candidature.

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) (1) 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

ASSISTANT DIRECTOR  COMMUNICATION (CREATIVE
MANAGER)

R157 686 per annum

Defence Corporate Communication, Pretoria

A Degree/Diploma in Graphic Design/Visual Communication or Art
Direction (NQF 5/6) Preferable. Applicants with prior learning, either
by means of experience or alternative courses may also apply.
Special requirements (skills needed): Computer literate-, initiative-,
interpersonal proficiency-, leadership- and problem solving. Must be
able to obtain a confidential security clearance within a year.
Manage and co-ordinate, internally and, related aspects wrt the
interactive outputs (concepts, design, art and construction) of all
approved support products pertaining to Defence Corporate
Communication.  Scrutinize, evaluate and interpret the
communication objective, to enable the aim to be achieved by the
appropriate visual communication medium, within the constraint of
the laws, regulations, policies and provisions of the DOD and other
related external bodies. Manage and produce visual communication
products, including the technical approach, creative process,
specifications and quality control. Manage sub-ordinates wrt admin
and budget.

Lt Col C. Hugo, Tel: (012) 355 6322

Department of Defence, Defence Corporate Communication,
Private Bag X161, Pretoria, 0001.

15 February 2008, (Applications received after the closing date and
faxed copies will not be considered).




POST 05/13

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

CLOSING DATE

POST 05/14

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

CLOSING DATE

POST 05/15

SALARY
CENTRE
REQUIREMENTS

DUTIES

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

R106 335 per annum

SA Army Infantry Formation (6 SAlI BN), Grahamstown

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply. Special
requirements (skills needed): Extensive knowledge of HR
administration and policies essential. Must have good
communication-, interpersonal- and problem solving skills. Be able
to function independently.  Computer literate and mainframe
(PERSOL) knowledge essential. Must be able to obtain a
confidential security clearance within a year.

Handle course administration. Create and maintain a course and
leave flow diagram within the unit. Capture all necessary mainframe
transactions. Handle all mainframe enquiries. Compile statistics.
Compile duty sheets for personnel section and ensure that all
members within the unit are in a possession of a duty sheet. Audit
leave records according to roll call books. Supervisory duties.

Lt L. Tamanli, Tel (046) 622 2018

Department of Defence, 6 SAl Bn, Private Bag X1014,
Grahamstown, 6140.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR PROVISIONING ADMINISTRATION CLERK GRII
(Barrack Clerk)
The post is advertised in the DOD and broader Public Service.

R85 362 per annum

SA Army, 1 SA Infantry Battalion, Bloemfontein

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply.
Experience in log administration will be a recommendation. Special
requirements (skills needed): Must have good communication- and
organisational skills. Be computer literate. Be able to handle a high
volume of work. Must be able to obtain a confidential security
clearance within a year.

Responsible that prescriptions wrt maintenance and repair of
buildings and breakages be followed. Responsible that all
breakages in or outside buildings be reported to the GSB. Ensure
that breakages that are not urgent be logged in the register and
followed up. Up date register for small and main works in the unit.
Spot checks must be done on inventories. Responsible for the
accommodation of all living in members. Responsible that
shortages and damages on buildings be reported to the QM.
Ensure that inspections on buildings be done frequently and
irregularities be reported. Manage key control.

Capt B. Makgowe, Tel (051) 402 1307

Department of Defence, 1 SAl Bn, Private Bag X40009, Tempe,
9318.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

PRINCIPAL TYPIST GR 1l (2X POSTS)
The post is advertised in the DOD and broader Public Service.

R85 362 per annum

SA Army, 1 SA Infantry Battalion, Bloemfontein

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply. Special
requirements (skills needed): Be computer literate (MS Word,
Power Point, Excel). Must have good organisational and
communication skills. Be able to work under pressure. Must be able
to obtain a confidential security clearance within a year.
Acknowledge receipt of draft document in a register. Correct typing
of documents ito prescribed rules. Proof read of documents and
rectify mistakes. Ensure effective utilisation of equipment. Ensure

10



ENQUIRIES
APPLICATIONS

CLOSING DATE

POST 05/16

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

CLOSING DATE

POST 05/17
SALARY

CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

CLOSING DATE

POST 05/18

SALARY
CENTRE
REQUIREMENTS

up keeping of stock levels for stationary. Ensure equal workload
between typists.

Capt B. Makgowe, Tel (051) 402 1307

Department of Defence, 1 SAI Bn, Private Bag X40009, Tempe,
9318.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR ADMINISTRATION CLERK GR I
(Command Section)
The post is advertised in the DOD and broader Public Service.

R85 362 per annum

SA Army, 1 SA Infantry Battalion, Bloemfontein

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply.
Previous admin/secretarial will be a recommendation. Special
requirements (skills needed): Must be computer literate (MS Word,
Power Point, Excel). Must have good communication- and
organisational skills. Be able to work under pressure. Must be able
to obtain a confidential security clearance within a year.

Handle incoming and outgoing correspondence in the section. File
documents. Acknowledge receipt documents in a register. Type,
proof read and rectification of documents. Ensure effective
utilisation of equipment. Ensure neatness of the office. Keep the
diary of the OC. Up keep stock levels for the stationary.

Capt B. Makgowe, Tel (051) 402 1307

Department of Defence, 1 SAI Bn, Private Bag X40009, Tempe,
9318.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR ADMINISTRATION CLERK GR I

R85 362 per annum

SA Army Infantry Formation (SA Irish Regiment), Johannesburg
NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply. Special
requirements (skills needed): Sound knowledge of Reserve Force
administration and policies will be a recommendation. Must have
good communication and interpersonal relations skills, be able to
function independently and have the ability to solve problems. Be
computer literate and have mainframe experience (PERSOL). Must
be able to obtain a confidential security clearance within a year.
Registration documents, file documents, distribute files, safe keep
fles and documents, archive files and retrieval of archived files.
Admin of the Regiment working together with the co-coordinating
centers. Process Item 10 allocation of serve force units and all the
related pay admin. Process requests for transfers, promotions,
extension of manday and medal admin iro reserve force members.
Ms S.M. Yon, Tel (012) 355 1168

Department of Defence, SA Army Infantry Formation, Private Bag X
172, Pretoria, 0001.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR PROVISIONING ADMINISTRATION CLERK GRI Il
(Stores)
The post is advertised in the DOD and broader Public Service.

R85 362 per annum

SA Army Infantry Formation (6 SAI BN), Grahamstown

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply.
Log/stores experience will be a recommendation. Special
requirements (skills needed):. Must have good communication and
problem solving skills. Be able to function independently. Be
computer literate (CALMIS). Must be able to obtain a confidential
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SALARY
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CLOSING DATE

POST 05/21

SALARY
CENTRE
REQUIREMENTS

security clearance within a year.

Liaise with procurement section as well as with clients to ensure
that demands for store is satisfied. Compile stock take program.
Ensure that equipment is stored safely. Ensure that correct stock
levels are maintained.

Lt L. Tamanli, Tel (046) 622 2018

Department of Defence, 6 SAl Bn, Private Bag X1014,
Grahamstown, 6140.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR ADMINISTRATION CLERK GR I
The post is advertised in the DOD and broader Public Service.

R85 362 per annum

SA Army Infantry Formation (6 SAlI BN), Grahamstown

NQF Level 2 — 4: Preferable. Applicants with prior learning either by
means of experience or alternative courses may also apply.
Experience of registry and administration will be a recommendation
Special requirements (skills needed): Must have good
communication and problem solving skills. Be able to function
independently. Be computer literate. Must be able to obtain a
confidential security clearance within a year.

Compile daily strengths. Responsible for all queries iro the troops in
the platoon. Responsible for the processing of all requests and
documentation to the HR section, Log section, etc. Handle all typing
and any other administration in the Platoon Admin Section.

Lt L. Tamanli, Tel (046) 622 2018

Department of Defence, 6 SAl Bn, Private Bag X1014,
Grahamstown, 6140.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR SECRETARY GR I

R68 955 per annum

Log Agency: SAFI, Pretoria

NQF Level 2 - 4 Preferable. Applicants with prior learning, either by
means of experience or alternative courses may also apply.
Experience in Secretarial or related occupation will be a
recommendation. Special requirements (skills needed): Computer
literate (MS Word, Presentations and Excel). Organising-, good
interpersonal-, problem solving- and analytic skills. Ability to work
independently. Have detailed knowledge of the operation/utilisation
of the specific software packages. Must be able to obtain a
confidential security clearance within a year.

Write routine notes, memo’s, letters and reports. Develop and
maintain an updated database of internal and external stakeholders.
Handle S&T claims. Compile agendas and take accurate notes
during meetings. Compile accurate minutes. Diary management,
faxing and photocopying. Organise special and social functions.
Receive visitors and organise refreshments where necessary.
Provide high quality typing service to the Director. Deal with
classified files and documents. Arrange for visitors authorisation
and parking.

Ms G. Williams, Tel: (012) 671 0049.

Department of Defence, Logistic Support Formation, Private Bag
X1023, Lyttelton, 0140.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered).

SENIOR SECRETARY GR I

R68 955 per annum

Defence Headquarters, Pretoria.

NQF Level 4 preferable. A post NQF Level 4 qualification will be an
advantage. Applicants with prior learning, either by means of
experience or alternative courses may also apply. Special
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SALARY
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requirements (skills needed): Computer literate-, be competent in
effective communication (written and verbal)-, analytical-, problem
solving-, good planning-, organisational-, administrative- and good
inter personal relations skills. Must be able to work under pressure.
Must be able to obtain a confidential security clearance within a
year.

Manage Director’s diary and schedule. Handle Director’s telephone,
Internet point and other means of communication, including the
payment of these accounts. Type routine notes, memoranda, letters
and reports on behalf of the Director. Liaise with clients and
colleagues of the Directorate in pursuit of Directorate objectives.
Arrange meetings within the Directorate, the Division and the
Department at all levels. Compile, manage and distribute agenda’s
and minutes for meetings. Distribute and collect of material on
behalf of the Directorate to offices in the Department and to
organisations outside the Department. Make travel and
accommodation arrangements. Maintain a good filing system for the
Directorate.

Mr S.D. Dladla, Tel: (012) 355 5216

Department of Defence, Directorate Material Resources Policy,
Private Bag X910, Pretoria, 0001 or Armscor Building, Block 1 Level
5, Room 121.

15 February 2008, (Applications received after the closing date and
faxed copies will not be considered).

PRINCIPAL TYPIST GR |
(Personnel Planning and Career Management)

R68 955 per annum

DOD Log Support Formation (Log Agency), Pretoria.

NQF Level 2 - 4: Preferable. Applicants with prior learning, either by
means of experience or alternative courses may also apply. Special
requirements (skills needed): Computer literate
(Word/Excel/Presentations). Good communication skills. Have
detailed knowledge of the operation, utilisation of specific software
packages and departmental typing prescripts. Must be able to
obtain a confidential security clearance within a year.

Ensure correct and timeously execution of typing requests. Ensure
strict application of departmental typing prescripts. Acknowledge
receipt of draft document in register. Type and proof read
documents, rectify mistakes and ensure office neatness. Ensure
equal workload between typists. Ensure effective utilisation of
equipment. Ensure the cleanness of equipment. Up keeping stock
levels for stationery.

Ms G. Williams, Tel: (012) 671 0049.

Department of Defence, Logistic Support Formation, Private Bag
X1023, Lyttelton, 0140.

21 February 2008, (Applications received after the closing date and
faxed copies will not be considered)

SENIOR SECRETARY GR I
Policy and Planning Division (Planning and Programming
Directorate)

R68 955 per annum

Pretoria.

NQF Level 5 Preferable. Applicants with prior learning, either by
means of experience or alternative courses may also apply. A
minimum of three years experience in Secretarial or related
occupation will be a recommendation. Special requirements (skills
needed): Computer literate (MS Word, PowerPoint, Access and
Excel). Good interpersonal-, organising-, problem solving and
analytic skills. Ability to work independently. Proficiency in at least
two official languages. Have detailed knowledge of the
operation/utilisation of the specific software packages. Financial
management skills and experience. Good organisational
skills/events management and the ability to deal with databases,
presentations and financial matters will be an advantage. Must be
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able to obtain a confidential security clearance. The candidate will
be expected to do a typing test as part of the selection process.
Write routine notes, memo’s, letters and reports. Develop new ideas
to change existing methods and procedures so as to improve filing,
tasking and document tracking. Create various databases. Develop
and maintain an updated database of internal and external
stakeholders. Handle S&T claims. Handle petty cash payment. Must
be able to maintain the budget cash flow information for Directorate.
Arrange meetings with inter