  FREE STATE PROVINCIAL GOVERNMENT

Free State Department of Agriculture is an equal opportunity affirmative action employer. It is our intention to promote representativity (race, gender and disability) in the Department through the filling of these posts and candidates whose appointment/promotion/transfer will promote representativity will receive preference.

	DEPARTMENT OF AGRICULTURE


Directions to applicants Applications must be submitted on formZ.83, obtainable from any Public Service Department and must be accompanied by certified copies of qualifications (a transcript of results must be attached), driver's license, identity document and a C.V. (Separate application for every vacancy). Applicants are requested to complete the Z83 form properly and in full. Qualification certificates must not be copies of certified copies. Applications received after the closing date and those that do not comply with these instructions will not be considered. The onus is on the applicants to ensure that their applications are posted or hand delivered timeously. Candidates who possess foreign qualifications and/or short courses certificates must take it upon themselves to have their qualifications evaluated by the South African Qualifications Authority (SAQA), and must please attach proof of the level of their qualifications after evaluation on all applications. No e-mailed or faxed applications will be considered. Applicants are respectfully informed that if no notification of appointment is received within 4 months of the closing date, they must accept that their application was unsuccessful.

POST 



:
SNR AUXILIARY SERVICES OFFICER (1 POST) REF: ASO
SALARY 


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
THABO MOFUTSANYANE DISTRICT: CLARENS
REQUIREMENTS

:
*
Grade 12 
DUTIES



:
*
Adopt and transfer agricultural information to clients in order
to adopt effective and efficient farming practices which will lead to sustainability of the farming enterprise 

*
 aise between clients, Department of Agriculture, other departments, role players, service providers and NGO’s in order to facilitate training to clients based on their needs

*
Perform activities regarding the MDT and extension management within the Xhariep in order to enhance service delivery

*
Assist with applications in relations to statutory functions such as subdivision of agricultural land, to plough virgin soil, etc. to ensure actions of clients are within the relevant legislation

*
Respond to ad hoc requests in assisting LRAD, Youth development, Food Security programmes in the department

ENQUIRIES


:
Ms B Pule, Tel No (058) 714 1430


POST 



:
WELLNESS CLERK (1 POST) REF: WOF
SALARY 


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
BLOEMFONTEIN
REQUIREMENTS

:
*         Grade 12 
DUTIES



 :
*
Facilitate and ensure smooth and effective running of Wellness office
*
Ensure well planned and organized events





*
Facilitate and coordinate programs that promote Employee Health and Wellness in the workplace





*
Coordinate and facilitate sport -related activities in the workplace





*
Ensure effective distribution of Health promotional material in the department





*
Provide advice to line functionaries in the department on the implementation of Employee Wellness Programme
ENQUIRIES


:
Ms B V C Thithi, Tel No (051) 5061613
POST 



:
SECRETARY TO THE SNR MANAGER (2 POSTS) REF: SEC
SALARY 


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
BLOEMFONTEIN: SUSTAINABLE RESOURCE MANAGEMENT DIRECTORATE






THABO MOFUTSANYANE DISTRICT: WELTEVREDE (OFFICE OF THE DIRECTOR)

REQUIREMENTS

:
*
Grade 12 plus applicable experience. In addition, applicants must be fully computer literate with a working knowledge / understanding of MS Word, MS Excel and MS Power Point. Good interpersonal, organizational, communication and typing skills are required. Good telephone etiquette 

DUTIES



:

It will be expected of the successful candidate to perform the following duties for the Snr Manager:







*
Provides a secretarial / receptionist support service to the manager. This will, inter alia, entail the following:








(i)
Receives telephone calls and refers the calls to the correct role players if not meant for the relevant manager


(ii)
Records appointments and events in 
the dairy of the manager


(iii)
Type documents for the manager


(iv)
Operate office equipment like fax machine and photocopier







*
Provides a clerical support service to the manager. This will entail, inter alia, the following:








(i)
Liaise with travel agencies to make travel arrangements. Checks the arrangements when the relevant documents are received








(ii)
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








(iii)
Process the travel and subsistence claims for the unit


(iv)
Processes all invoices that emanate from the activities of the work of the manager


(v)
Record basic minutes of the meetings of the manager where required 

(vi)
Draft routine correspondence and reports

(vii)
Do filing of documents for the manager and the unit where required

(viii)
Administer matters like the leave registers, attendance registers and telephone accounts

(ix)
Receives, records and distributes all incoming and outgoing documents

(x) Handles the procurement of standard items like stationary, refreshments, etc.

(xi) Collects all relevant documents to enable the manager to prepare for meetings 






*
Remains up to date with regard to prescripts / policies and procedures applicable to her / his work terrain to ensure efficient and effective support to the manager. This would, inter alia, entail the following:








(i)
Studies the relevant Public Service and departmental prescripts / policies and other documents to ensure that the application thereof is understood properly








(ii)
Remains abreast with the procedures and processes that apply in the office of the manager

ENQUIRIES


:
Bloemfontein: Dr R Awumey, Tel No (051) 506 1619






Weltevrede: Ms B Pule, Tel No (058) 714 1430


POST 



: 
STATE ACCOUNTING CLERK (2 POSTS) REF: SAC/FIN

SALARY


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
BLOEMFONTEIN: FINANCIAL AND MANAGEMENT ACCOUNTING DIRECTORATE
REQUIREMENTS

:
Grade 12/ NQF equivalent

RECOMMENDATIONS

:
*
Ability to communicate issues in a tactful manner, Problem solving skills, Computer skills, Numeracy skills, Literacy skills, Commitment, Integrity, Professionalism,  Loyal, Confidentiality, 






*
Ability to interpret and execute policy directives/ procedures

*

Knowledge of LOGIS/BAS and PERSAL.

* 
Knowledge of related policies, directives and legislation

DUTIES



:
*
Implement and administer Financial Accounting practices (LOGIS/ BAS Transactions) concerning financial processes in the department to contribute to the rendering of a professional Financial Administration Service:

Salaries (Payments, Deductions etc.), Tax (payment to SARS, calculation of Tax payable etc.), Debt, Bookkeeping (Clear Ledger accounts, Capture BAS Payments, Journals and Reports), Banking, Revenue (Cashier), Budget (Capture Budget, Virement, Adjustment Budget on BAS etc.)

*
Address Financial Administration enquiries to ensure the correct implementation of financial administration practices 

ENQUIRIES


:
Mrs F Claassen, Tel No (051) 506 1625
POST 



:
REGISTRY CLERK (2 POSTS) REF: REG
SALARY


:
Level 4 – A basic salary level of R 73 584 per annum
CENTRE


:
BLOEMFONTEIN 
REQUIREMENTS

:
Grade 12 

DUTIES



:
*
The implementation of records management processes through the following:

· The filing of documents for the department / component to ensure easy access to safekeeping of documents

· The registration of incoming and outgoing mail to ensure that record of all items is kept






*
Operate and oversee the usage of the facsimile / photocopy machine to ensure the prompt receipt / copying and dispatching of documents

ENQUIRIES


:
Mr C Khati, Tel No (051) 506 1468

POST 



:
ADMINISTRATION CLERK: SPECIALISED SUPPORT 






SERVICES (1 POST) REF: AC/SPEC
SALARY 


:
Level 4 – A basic salary level of R 73 584 per annum  
CENTRE


:
THABO MOFUTSANYANA DISTRICT: BETHLEHEM 
REQUIREMENTS 

:
Grade 10

DUTIES


:
*
Render a general support service to the component:

· Handle enquiries

· Make photocopies

· Distribute documents to various stakeholders as required

· Keep and maintain the filing system for   the component

· Maintain tracking & electronic systems

· Keep and maintain a database of documents, reports, minutes, etc.

· Type basic letters and/or other correspondence as required

· Keep and maintain the incoming and outgoing register of the component

· Send and receive facsimiles
*
Assist with matters related to personnel administration in the component:
-
Implement and maintain a leave register for the component

· Keep and maintain all personnel records in the component

· Keep and maintain the attendance register of the component
*
Assist with matters related to procurement in the component:


-
Obtain quotations for the procurement of 



equipment, goods & services

· Assist with request forms / submissions for the ordering of goods, equipment & services

· Assist with the procurement of standard 

items, like stationary and other office supplies

· Keep and maintain the asset register of the component and assist with matters related to asset management within the component
*
Assist with matters related to financial administration in the component:

-
Assist with the travel & accommodation arrangements of officials

-
Assist with the processing and / or administering of subsistence and travel claims of officials

ENQUIRIES


:
Ms B Pule, Tel No (058) 714 1430

POST 



:
ADMINISTRATION CLERK: WARD OFFICE (2 POSTS) REF: AC/WARD 

SALARY


:
Level 5 – A basic salary of R 87 978 per annum 
CENTRE


:
THABO MOFUTSANYANE DISTRICT: MEMEL 





XHARIEP DISTRICT: KOFFIEFONTEIN
REQUIREMENTS

:
*
Grade 12 or equivalent qualification 






*
Computer literacy






*
Driver’s license

DUTIES



:
* 
Manage stationary and office supplies to provide in the stationary and other supply needs of the ward






*
Develop and maintain systems to ensure effective flow of documents in the ward and orderly and safekeeping of records






*
Manage the use of official vehicles allocated to the ward to ensure proper use and maintenance of vehicles






*
Administer the Provisioning System for the ward to acquire and manage the use of supplies, furniture and equipment






*
Identify and communicate developmental needs and utilized self-development opportunities to enhance job performance






*
Act as paymaster for the ward






*
Compile annual, monthly and weekly reports as well as statistical questionnaires to ensure that deadlines and targets are met






*
Keep Office administration up to date to ensure smooth running of the Office as well as all its components






*
Act as receptionist and administer the communication systems to ensure effective communication and coordination between the clients and the officials of the Department






*
Render specialist administrative support applicable in the specific municipal area (e.g. ordering of mosaics, drawing of maps, obtain and distribute information on water evaporation, veterinary statistics and field work)






*
Manage resources, e.g. finance and personnel

ENQUIRIES

 
:
Thabo Mofutsanyane District: Ms A Meyer, Tel No (058) 714 1430






Xhariep District: Mr S van Schalkwyk, Tel No (051) 7130480
POST 



:
ADMINISTRATION CLERK (1 POST) REF: AC/VET
SALARY


:
Level 4 – A basic salary level of R 73 584 per annum
CENTRE


:
FEZILE DABI DISTRICT: SASOLBURG (VETERINARY OFFICE)
REQUIREMENTS

:
*
Grade 12 or equivalent qualification





:  
* 
Computer literacy 

DUTIES



:
*
Handling the administration of the diseases eradication schemes and compile reports from Veterinary related Acts






*
Administer the provisioning administration processes in the State Veterinarian Office to ensure implementation of Treasury Regulations and PFMA






*
Act as receptionist to ensure effective communication and coordination between clients, Animal Health Technicians, Control Animal Health Technician and State Veterinarian






*
Administer communication systems and channels to ensure effectiveness and cost effectiveness






*
Typing of documentation to ensure proper flow of 







Information 






*
Administer the filing system to ensure effective flow and preservation of communication and documentation






*
Administer Human Resources and procedures to ensure correct implementation of Public Service Regulations 

ENQUIRIES


:
Mr H Hattingh, Tel No (016) 976 2003
POST 



:
SUPPLY CHAIN CLERK (5 POSTS) REF: SCC/SCM

SALARY 


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
GLEN: SUPPLY CHAIN MANAGEMENT SECTION

REQUIREMENTS

:
*
Grade 12 or NQF equivalent  

RECOMMENDATIONS

:
*
Knowledge of SCM, Logistics, Store and Inventory Management






* 
Computer literacy in Microsoft Office






*
Ability to work under pressure 



DUTIES



:
* 
Implement and administer Supply Chain Management practices (including LOGIS Transactions) concerning Logistics and Stores and maintenance of supply chain management processes in the Department to contribute to the rendering of a professional Supply Chain Management Services:

· Logistics (Ordering, Payments, Transit IN, Transit OUT, Warehouse, Quotations, e.g.)

· Assets (Disposals)

· Loss Control

· Demands

· Acquisitions






*
Address Supply Chan Management enquiries to ensure that correct implementation of supply chain management practices




ENQUIRIES


:
Ms A Sutherland, Tel No (051) 861 1330
POST 



:
HUMAN RESOURCE OFFICER (1 POST) REF: HRO

SALARY 


:
Level 5 – A basic salary of R 87 978 per annum
CENTRE


:
BLOEMFONTEIN: HR ADMINISTRATION 
REQUIREMENTS

:
*
Grade 12 or NQF equivalent  

DUTIES



:
* 
Implement and administer human resource administration practices (including Persal Transactions) concerning conditions of service and service benefits and or maintenance and provisioning of human resources in the department to contribute to the rendering of a professional Human Resource Management Service

*
Conditions of Services (Leave, Housing, Medical, Injury on Duty, Terminations, Long Service Recognition, overtime, re-allocation, Pension, Allowances e.g.)
*
Performance Management
*
Recruitment and Selection (Advertisements, Appointments, Transfer, verification of qualifications, secretariat functions at interviews, absorptions, probationary periods e.g.).







*
Address human resource management enquiries to ensure the correct implementation of human resource management practices.

ENQUIRIES


:
Ms T Motaung, Tel No (051) 506 1417

POST 



:
HR PLANNING CLERK (1 POST) REF: HRPC
SALARY 


:
Level 4 – A basic salary of R 73 584 per annum
CENTRE


:
BLOEMFONTEIN: HR PLANNING
REQUIREMENTS

:
*
Grade 12 or NQF equivalent  

DUTIES



:
* 
Typing of advertisements






*
Receiving applications






*
Capturing of application forms





*
Making photo copies






*
Filing of documents






*
Typing regret letters
ENQUIRIES


:
Mr T Ndumo, Tel No (051) 506 1608
APPLICATION FOR THE DEPARTMENT OF AGRICULTURE TO BE SUBMITTED TO:
Quoting the reference number, must be forwarded to Mrs S Hlekiso, Private Bag x02, Bloemfontein 9300 or delivered by Hand to Mrs S Hlekiso in Room 203, 2ND Floor, ABSA Building, c/o Elizabeth and Aliwal Streets Bloemfontein 

	CLOSING DATE:   16 APRIL 2010
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