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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 deployment of employees who are in excess.

1.2

As regards the latter issue, National Departments/Provincial Administrations and Government Components are
called upon to give serious consideration during the filling of vacancies to the absorption of employees who have
been declared in excess if they apply.

Directions to candidates
2.1

Applications on form Z83 with full particulars of the applicants’ training, qualifications, competencies, knowledge
and experience (on a separate sheet if necessary or a CV) must be forwarded to the National
Department/Provincial Administration/Government Component in which the vacancy/vacancies exist(s).

2.2

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

2.3

Applicants requiring additional information regarding an advertised post, must direct their enquiries to the
National Department/Provincial Administration/Government Component where the vacancy exists. The
Department of Public Service and Administration must not be approached for such information.

2.4

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

2.5

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 the relevant vacancy will
have been advertised through other means such as the media. (Clarity in this regard can be obtained from the
relevant advertising National Department/Provincial Administration/Government Component).

Directions to National Departments/Provincial Administrations/Government Components
3.1

The contents of this Circular must be brought to the attention of all employees.

3.2

It must be ensured that employees declared in excess 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 National Departments/Provincial Administrations/Government Components in which vacancies
exist
4.1

Where vacancies 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. Advertisements for 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/appointment will promote representativeness, will receive preference.

4.2

Candidates must be assessed and selected in accordance with the relevant measures contained in Chapter 1,
Part VII. D of the Public Service Regulations, 2001.
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ANNEXURE A
DEPARTMENT OF AGRICULTURE, FORESTRY AND FISHERIES
It is the Department’s intention to promote equity through the filling of posts, according to set Employment Equity
targets. To facilitate this process successfully, an indication of race, gender and disability status is required.
APPLICATIONS
CLOSING DATE
NOTE

:
:
:

daff4@humanjobs.co.za or fax: 086 762 2910
24 June 2016
Applications must be submitted on a Z83 Form, obtainable from any Public Service
department or on the Internet at http://www.info.gov.za/documents/forms/ employ.pdf
which must be signed and dated (an unsigned Z83 form will disqualify an application) and
should be accompanied by a recently updated, comprehensive CV as well as copies of all
qualification(s) (Matric Certificate must also be attached) and ID document and driver’s
licence (where applicable). Non-RSA Citizens/Permanent Resident Permit Holders must
attach a copy of their Permanent Residence Permits to their application. Should you be in
possession of a foreign qualification, it must be accompanied by an evaluation certificate
from the South African Qualifications Authority (SAQA). Failure to submit all the requested
documents will result in the application not being considered. Correspondence will be
limited to short-listed candidates only. If you have not been contacted within three (3)
months of the closing date of this advertisement, please accept that your application was
unsuccessful. Suitable candidates will be subjected to personnel suitability checks (criminal
record check, citizenship verification, financial/asset record check, qualification/study
verification and previous employment verification). Successful candidates will also be
subjected to security clearance processes. Where applicable, candidates will be subjected
to a skills/knowledge test. Successful candidates will be appointed on a probation period of
twelve (12) months. The Department reserves the right not to make appointment(s) to the
advertised post(s). Applications submitted via e-mail, fax or online must include the post
title and reference number in the subject line and a scanned, signed and dated Z83 form
(a Z83 form without a physical signature and date will disqualify an application) together
with all relevant documents as indicated above. Persons with disabilities are encouraged
to apply.
OTHER POST

POST 26/01

:

ASSISTANT DIRECTOR: FORESTRY SECTOR ANALYSIS REF NO: 218/2016
This is a re-advertisement of Ref 108/2016; candidates who previously applied are
encouraged to re-apply.
Directorate: Forestry Regulations and Oversight

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R311 784 per annum
Pretoria
A Bachelor’s degree in Forestry, Environmental Management or Social Sciences. Relevant
experience in the natural resources/environmental management or commercial sphere and
exposure to monitoring and evaluation environment. Knowledge of forestry sector in South
Africa. Knowledge of the forestry policy and legislation; the White Paper on Sustainable
Forests Development in South Africa, 1996, National Forest Act, 1998 (Act No 84 of 1998),
National Veld and Forest Fire Act, 1998 (Act No 101 of 1998) and other relevant
environmental/natural resources management legislation, policy and strategies relevant to
the forestry sector. Familiarity with legislation relating to information management.
Knowledge and understanding of international agreements, conventions, processes and
organisations applicable to forestry and natural resources management, relevant computer
platforms. Strong analytical, written and verbal communication, report-writing, presentation
and facilitation skills. The ability to use statistical packages as well as various computer
packages applicable to the writing of different kinds of reports. A valid driver’s licence.
Policies. and strategies in forestry and environmental field. Knowledge of legislation relating
to knowledge and information management. Knowledge and understanding of international
agreements, conventions, processes and organisations applicable to forestry and natural
resources management. Negotiation skills and computer literacy (MS Office software),
good planning, creativity, innovation and people management skills. A valid driver’s licence.
Assess and analyse various forestry industry information. Interrogate data (raw and
processed). Identify challenges and opportunities within the forest sector and associated
value chain industries to promote and support sustainable forestry management and
development of the sector. Assess opportunities and challenges for growth and
development in the sector and its value chains. Compile forestry reports and assessments
of the forestry sector. Present facts and trends about the forestry sector. Identify and
analyse sector driving forces and trends in national, regional and global spheres including
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ENQUIRIES

:

the market forces influencing forestry and related sectors. Make recommendations on the
findings of the state of the forest report and other specifically commissioned studies relating
to socio-economic and ecological/environmental dimensions of the sector. Perform total
economic evaluation of sector resources. Produce any other specific or commissioned
reports. Compile reports required to meet the obligations of the regional and international
agreements, conventions and protocols. Provide inputs to other national, regional and
international reporting requirements within and outside the Department. Establish and
manage an effective and efficient knowledge and information management programme
which seeks to promote the growth and sustainable management of forest and related
value chain industries including awareness raising, managing the Resource Centre for
forestry and Natural Resources Management Branch. Maintain sound relationships with
key stakeholders and commission projects relevant to the work of the Sub-directorate:
Knowledge and strategic information.
Mr J. Matshate, tel. (012) 309-5781
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ANNEXURE B
DEPARTMENT OF COOPERATIVE GOVERNANCE
The vision of the Department of Cooperative Governance 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 Department 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 post. Candidature of
persons whose appointment/ transfer/ promotion will promote representivity will therefore receive preference.
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

Please forward your application to e-mail: cogta2@humanjobs.co.za or fax: 086 560 0964
(quoting the relevant reference in the subject line). Alternatively, applications can be hand
delivered at 3 Autumn Street, Rivonia, or you can apply online at www.humanjobs.co.za
22 July 2016
All short-listed candidates will be subjected to a technical exercise that intends to test
relevant technical elements of the job. Following the interview and technical exercise, the
selection panel will recommend candidates to attend a generic managerial competency
assessment (in compliance with the DPSA directive on the implementation of competencybased assessments). The competency assessment will be testing generic managerial
competencies using the mandated DPSA SMS competency assessment tools. The
successful candidate will be subjected to positive results of the security clearance process
and the verification of educational qualification certificates. Applications must be submitted
on form Z.83 (application form), obtainable from any Public Service department, and should
be accompanied by a comprehensive CV, ID and certified copies of qualifications. It is the
applicant’s responsibility to have foreign qualifications evaluated by the South African
Qualifications Authority (SAQA) and to provide proof of such evaluation. Incomplete
applications or applications received after the closing date will not be considered. It is
important to note that it is the applicant’s responsibility to ensure that all information and
attachments in support of the application are submitted by the due date. Failure to attach
the signed Z83 form, certified ID and copies of qualifications will result in automatic
disqualification. Due to the large number of responses anticipated, correspondence will be
limited to short-listed candidates only. If you have not been contacted within 3 months of
the closing date of the advertisement, please accept that your application has been
unsuccessful. Thank you for the interest shown in the Department.
MANAGEMENT ECHELON

POST 26/02

:

DIRECTOR-GENERAL: (FIVE YEAR CONTRACT) REF NO: 128191

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

An all-inclusive remuneration package of R1 656 618 per annum. The package includes a
basic salary (70% of package), and a flexible portion that may be structured in terms of the
applicable guidelines (Salary level 16)
Pretoria
An undergraduate qualification and a postgraduate qualification (NQF level 8) as
recognised by SAQA. 8 to 10 years’ experience at a senior management level (5 years of
which must be with any organ of State as defined in the Constitution, Act 108 of 1996).
Management competencies: Strategic capacity and leadership. People management and
empowerment. Advanced programme and project management. Change management.
Financial management. Knowledge management. Service Delivery Innovation. Advanced
problem solving and analysis. Client orientation and customer focus. Advanced
communication (written and verbal). Advanced presentation/public speaking skills.
Technical competencies: Inter-Governmental Relations Framework. Municipal Systems
Act and Municipal Structures Act. Government systems and structures. Political Landscape
of South Africa. Provincial and Local Government systems. Public Service Transformation.
Public Finance Management Act. Public Service Act. Public Service Regulations.
As the Director-General, the successful candidate will perform the following duties:
Oversee the coordination of back to basics activities across the Department and
Government as a whole in order to create change on the ground. Build institutional
resilience in the Local Government system through system development, governance,
capacity building and revenue management. Promote an integrated and coordinated
system of disaster prevention, mitigation and risk management. Provide strategic direction
in the institutionalisation of the Community Work Programme. Overall management of the
provision for sound financial management services. Oversee the management and monitor
the provision of corporate management services. Provide strategic leadership in
management of the internal audit. Forge and enable better vertical and horizontal
relationships between the three spheres of Government and all sectors. Build a
developmental state in provincial and local government by making it more effective, efficient
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ENQUIRIES

:

and responsive. Strengthen support, management and oversight capability of provincial
and municipal service delivery.
Mr Moses Ramputla, tel. (012) 334-0915 or Mr John Tidimane, tel. (012) 334-0734
Enquiries for applications: Naomi Nortje, tel. (011) 257-8012
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ANNEXURE C
ECONOMIC DEVELOPMENT DEPARTMENT
APPLICATIONS

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

Economic Development Department, Private Bag X 149, Pretoria, 0001 or Hand delivered
to 77 Meintjies Street, the dti Campus, Sunnyside, Pretoria, Block G, Ground Floor.
Ms M Mokhine
15 July 2016
Applications must be submitted on form Z83, obtainable from any Public Service
Department or on the internet at www.gov.za/documents. The completed and signed form
Z83 should be accompanied by a recently 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). Applicants who do not comply with the above-mentioned
requirements, as well as applications received late, faxed and emailed will not be
considered. Failure to submit all the requested documents will result in the application not
being considered. Correspondence will be limited to short-listed candidates only. If you
have not been contacted within three (3) months after the closing date of this
advertisement, please accept that your application was unsuccessful. Suitable candidates
will be subjected to a personnel suitability check (criminal record, citizenship, credit record
checks, qualification verification and employment verification). Successful candidates will
be appointed on a probation period of 12 months.
OTHER POST

POST 26/03

:

BRANCH COORDINATOR:
EDD/2016/06/1

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

Salary Level 11: R 612 822.00 to R 721 878.00 per annum, all-inclusive flexible
remuneration package per annum.
Pretoria
Degree or equivalent qualification (NQF level 7) in Public Administration/Business
Administration or related field. 3-5 years experience in Administration. 3-5 years experience
in middle management would be an added advantage. Knowledge of policy development
and implementation. Knowledge of Administrative processes. Knowledge of HR
Management. Knowledge of Employee Relations. Understanding of Government
legislation. Financial and budget management and knowledge of PFMA/Treasury
regulations budgetary processes. Research, Report writing and Communication skills.
Asset/Risk management skills. Knowledge of the economic sector. Knowledge of
government strategic planning, reporting. Knowledge of supply chain management
processes.Knowledge of economic development issues would be an added advantage
The monitoring of strategic management inputs and programmes. Ensure co-ordination
and analysis of strategic inputs and Budget planning. Ensure the creation of coherence and
synergy across all functional areas. Ensure compilation of the budget and monitors
expenditure. Monitors and reports in progress of flagship projects.
Ms Lethabo Gwangwa (012) 394 5603 OR Mr Albert Malatji (012) 394 3501
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ANNEXURE D
NATIONAL 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

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

The Director-General, National Department of Health, Private Bag X828, Pretoria. 0001.
Hand delivered applications may be submitted at Reception (Brown application Box),
Civitas Building, corner of Thabo Sehume (formerly known as Andries) and Struben streets.
Pretoria
Ms N Sombinge
18 July 2016
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, service
certificates, including ID and driver’s license (certification should be within 3 months). No
faxed or e-mailed applications will be considered. Applications received after the closing
date and those that do not comply with the requirements will not be considered. It is the
applicant’s responsibility to have foreign qualifications and national certificates (where
applicable) 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
personnel suitability checks and other vetting procedures. Applicants are respectfully
informed that correspondence will be limited to short-listed candidates only. If notification
of an interview is not received within three (3) months after the closing date, candidates
may regard their application as unsuccessful. The Department will not be liable where
applicants use incorrect/no reference number(s) on their applications.
OTHER POSTS

POST 26/04

:

DEPUTY DIRECTOR: MEDICAL BIOLOGICAL SCIENCES POLICY REF NO: NDOH
61/2016

SALARY
CENTRE

:
:

REQUIREMENTS

:

DUTIES

:

NOTE

:

R716 706 – R792 441 per annum as per OSD.
Chief Directorate: Food Control Pharmaceutical Trade and Product Regulation. Directorate:
Food Control. Pretoria.
A Degree in Natural Sciences, which include subjects related to food safety and registration
with HPCSA in the relevant profession (where applicable) , Postgraduate qualification in
Public health sciences will be an added advantage , At least three (3) years experience
after registration with HPCSA in the relevant profession , Knowledge of food control and
food safety system of South Africa , Knowledge of Codex Alimentarius, technical aspects
of related food safety topics, administrative aspects of law enforcement, legislative process,
policy making, constitutional/developments in the country, public service relation and
legislation , Good computer (MS Word, MS Powerpoint), analytical, interpersonal,
negotiation, conceptual, planning and communication (verbal and written) skills , A valid
driver’s licence.
Manage the biological safety and programme support regarding the provisions of the Public
Service Act, PFMA, PMDS, Capacity Building, Co-ordination, Financing and Procurement,
Support port health services in respect of importation of foodstuffs , Support the food control
related services rendered by provinces, including local authorities and other stakeholders ,
Support/participate and implement in the food safety and control related initiatives within
the African and/or International context , Manage risk and audit queries. ENQUIRIES: Mr
PT Campbell at tel no: 012 395 8800/8799
Original certified certificates of service must be submitted with your application.

POST 26/05

:

DEPUTY DIRECTOR: NUTRITION GRADE I REF NO: 63/2016

SALARY
CENTRE
REQUIREMENTS

:
:
:

Grade 1: R716 706 – R795 441 per annum as per OSD
Chief Directorate: Health Promotion and Nutrition. Directorate: Nutrition. Pretoria.
A four (4) year Degree/National diploma or equivalent NQF 6 qualification in Dietetics or
Nutrition and registration with HPCSA in the relevant profession , At least eight (8) years
appropriate experience after registration with HPCSA in the relevant profession ,
Experience must include strengthening of health system, in the context of Human Resource
for Nutrition, project management, community consultation, advocacy using different
platforms , Knowledge of preventative and management strategies of obesity, nutrition in
the life cycle, development of training manuals and training methodologies, policy and
guideline development, management principles and food service management , Good
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communication (written and verbal), computer (MS Word, MS Powerpoint and MS Excel),
planning, monitoring, evaluation, organisational, training, programme and project
management and supervisory skills , A valid driver’s licence.
Strengthen implementation of community based nutrition interventions throughout the
lifecycle and liaise with other departments on Food and Nutrition security matters ,
Contribute to prevention and management of obesity , Co-ordinate nutrition in ECDs
activities , Strengthen implementation of food services management and provide technical
support to the provinces , Management of risks audit queries , Monitor implementation of
nutrition services in the province.
Ms PR Ntsie at tel no 012 395-9118

DUTIES

:

ENQUIRIES

:

POST 26/06

:

ASSISTANT DIRECTOR: HEALTH WORKFORCE POLICY AND PLANNING REF NO:
NDOH 62/2016

SALARY
CENTRE

:
:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES

:

R389 145 per annum
Chief Directorate: Human Resource for Health, Directorate: Health Workforce Policy and
Planning, Pretoria.
A Bachelors Degree/National Diploma or equivalent NQF 6 qualification in Health Sciences
or related qualification , At least three (3) years experience in manpower planning at a
supervisory or team leader level , Experience in project management , Experience in
drafting policy, guideline documents, reports and other related publications , Knowledge
and thorough understanding of the health system and organization thereof, Human
resource information management and analysis and ability to organize, retrieve information
from, and manipulate large datasets , Research skills would be an added advantage ,
Advanced computer skills (Ms Word, Ms Excel and Ms PowerPoint) , Good communication
(written and verbal), interpersonal, planning and co-ordination skills , Ability to work in a
highly pressured environment., A valid driver’s licence.
Strengthen health workforce planning for the public sector , Provide technical support to
provinces , Support the application of the WISN tool within public sector facilities , Facilitate
training on WISN concept and methodology at a provincial level and for relevant
stakeholders , Facilitate development and implementation of human resources for health
staffing norms and standards for the public sector , Support initiatives aimed at
strengthening human resource for health information management, develop various types
of reports for the public sector , Management of risk and audit queries
Ms NM Ravhengani (012) 395 – 8732

POST 26/07

:

OPERATIONAL MANAGER NURSING (GENERAL UNIT): PORT HEALTH CENTRAL –
GAUTENG RE-ADVERTISEMENT - REF NO: NDOH 68/2016

SALARY
CENTRE

:
:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES
NOTE

:
:

R367 815 per annum as per OSD
Chief Directorate: Environmental Health and Port Health Services. Directorate: Port Health
Central - Gauteng.
A Degree/National Diploma or equivalent NQF 6 qualification in Nursing/General
Nurse/Midwifery , Registration with the SANC as Professional Nurse , At least seven (7)
years experience in nursing after registration as Professional Nurse with the SANC in
General Nursing , Knowledge of Port Health, Legislation, International Health Regulations
and the Control of Communicable diseases , Good communication (written and verbal),
computer (MS Word, MS Powerpoint and MS Excel), financial management, administrative,
planning and research skills , Must be willing to work long and irregular hours , A valid
driver’s license.
Management of medical emergencies according to the scope of practice , Effective
monitoring and control of imported communicable diseases through international travellers
into South Africa , Ensure implementation of quality care and infection, prevention and
control measures , Administer Human Resource Management and development functions
, Management and control of resources to ensure adequate stock levels , Ensure
implementation of International Health Regulation (2005) , Respond to urgent and adhoc
enquiries from the employing authority in accordance to government protocols.
Mr MA Ramathuba (011) 394 3605
Certified copies of original certificates of service must be submitted with the application.

POST 26/08

:

ENVIRONMENTAL HEALTH PRACTITIONER GRADE 1 3 POSTS
Directorate: Environmental Health and Port Health Services.

SALARY
CENTRE

:
:

R262 020 per annum as per OSD
North West-X1 Post Ref No: NDOH 64/2016
Free State-X1 Post Ref No: NDOH 65/2016
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Western Cape-X1 Posts Ref No: NDOH 66/2016
A Bachelor’s degree/National Diploma or equivalent NQF 6 qualification in Environmental
Health and current registration with the HPCSA as an Environmental Health Practitioner ,
At least one (1) year experience in environmental health , Knowledge of relevant Public
Service legislation, International Health Regulations and the control of communicable
diseases , Good communication (written and verbal), financial management,
administrative, interpersonal and computer skills (MS Office package) , Must be willing to
work shifts, weekends and public holidays , A valid driver’s license.
Inspection of baggage, cargo, containers, conveyances, goods and postal parcels for
compliance to International Health Regulations, 2005 and relevant legislation , Surveillance
and reporting of communicable diseases , Inspection, sampling and detaining for
assessment any imported foodstuffs, cosmetics, disinfectants, medicaments, tobacco
products and hazardous substance for chemical, microbiological, histological, irradiation
and labeling purposes , Ensure the safe disposal of illegal and noncompliant foodstuffs and
cosmetics with an accredited service provider , Ensure validity of import permits for human
remains , Supervise and train community service EHP’s , Attend to client’s queries in
connection with daily operations , Compile daily, weekly and monthly statistics for Points of
Entry (PoE) operations , Ensure proper utilisation of resources , Ensure maintenance of
vector control activities at PoE , Report Port Health related information/data to the Chief
Port Health Officer or supervisor , Verify authenticity and issue related health documents
such as Extended Health Detention, Ship Sanitation Control Exemption Certificate,
International Certificate of Vaccination or Prophylaxis and General Declaration of Health ,
Participate in local Border Control Operational and Co-ordinating Committee (BCOCC) and
outbreak response teams , Execute any activities as directed by the Chief Port Health
Officer.
Western Cape: Ms A P Hargreaves (031) 301 0381
North West: Mr O Jacobs (012) 395 9417
Free State: Mr M A M Ramathuba (011) 394 3605
Certified copies of original certificates of service must be submitted with the application.

REQUIREMENTS

:

DUTIES

:

ENQUIRIES

:

NOTE

:

POST 26/09

:

PROFESSIONAL NURSE – (GENERAL NURSING) REF NO: NDOH 67/2016
Re-Advertisement

SALARY

:

CENTRE

:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES
NOTE

:
:

Grade 1: R210 702 per annum. A Degree/Diploma or Equivalent NQF 6 qualification in
Nursing (community health science or psychiatric nursing and midwifery) , Registration with
the SANC as a professional nurse with proof of registration , A Diploma in clinical nursing
science, health assessment, treatment, basic life support (with a valid certificate for 2 years)
and care including experience in trauma nursing will be an advantage.
Grade 2: R259 134 per annum. A Degree/Diploma or equivalent NQF 6 qualification in
Nursing (community health science, psychiatric nursing and midwifery) , A minimum of 10
years experience in nursing after registration as a professional nurse with the SANC in
General Nursing , A Diploma in clinical nursing science, health assessment, treatment,
basic life support (with a valid certificate for 2 years) and care including experience in
trauma nursing will be an advantage. Salary grades will be determined in accordance with
the above requirements as per the OSD.
Chief Directorate: Environmental Health and Port Health Services. Directorate: Port Health
Services. Gauteng.
Qualification and years of experience required are indicated above , Knowledge of Port
Health, South African Legislation, International Health Regulations and the Control of
Communicable diseases , Good communication (written and verbal), planning,
administrative, financial, research/analysis and computer skills , Perform nursing duties
according to the scope of practice and have a valid driver’s license.
Provision of good clinical practice; manage medical emergencies , Provide evidence of
accurate completed passenger documents, Ensure surveillance of passengers with
confirmed communicable diseases are reported and followed up with the district
surveillance officer , Optimal client care; Ensure customer complaints are reported,
documented and resolved within 7 weeks , Quality Nursing Care; Ensure implementation
of infection and prevention control, occupational health and safety and outbreak response
to communicable diseases , Ensure implementation of health regulations, policies and
related legislation , Departmental and interdepartmental relations; Provide evidence of
information sharing in the form of feedback, peer coaching, ensure conflicts are reported
and managed professionally amongst peers.
Mr MAM Ramathuba at (011) 394 3605
Original certified certificates of service must be submitted with your application as well as
proof of registration as a Nurse.
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ANNEXURE E
INDEPENDENT POLICE INVESTIGATIVE DIRECTORATE
The Independent Police Investigative Directorate’s (IPID) intention is to promote representatively in terms of race,
gender and disability within the Department through the filling of posts. Candidates, whose
appointment/promotion/transfer will promote the achievement of employment equity within the IPID, will receive
preference.
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

Independent Police Investigative Directorate P/ Bag X25 Johannesburg 2000 or hand
deliver at 208 – 212 Cnr Jeppe & Von Weillegh Street 20th Floor Marble Towers Building
Johannesburg2000
15 July 2016.
Applications should be submitted on a Z83 obtained from any Public Service Department
accompanied by a comprehensive CV, certified copies of Qualifications, Driver’s license
and ID. The successful candidate will have to undergo security vetting and appointment is
subject to verification of qualifications and competency assessment. N.B. If you have not
been contacted within 3 months after the closing date of this advertisement, please accept
that your application was unsuccessful, as communication will be made with short listed
candidates only.
OTHER POST

POST 26/10

:

INVESTIGATOR REF NO: Q9/2016/51

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
FOR ATTENTION

:
:

R211 194.00 per Annum
Gauteng Provincial Office
A minimum of Grade 12 or a relevant diploma/degree in Law or Policing Knowledge of
Criminal Law, Criminal Procedure and Law of Evidence. A valid Code 08 driver’s license
and the ability to drive a motor vehicle in that class. Computer literacy The ability to work
under pressure. Competent in interviewing, report writing as well as verbal and written
communication. Competent and fit to handle a firearm or willing to undergo such a test.
Willingness to be on standby and perform overtime duties. Analytical thinking, problemsolving and decision making skills. Client orientation and customer focus, Results-driven.
Key performance Areas: Receive, register and allocate cases. Attend crime scenes and
postmortems. Collect, safeguard and process exhibits at the crime scene. Conduct
interviews with suspects and witnesses and obtaining affidavits. Advise the next of kin of
victims and other relevant stakeholders regarding progress of investigations. Manage
stakeholders. Conduct investigations of cases of alleged criminality and misconduct against
members of the police, as stipulated in Section 28 of the IPID Act. Conduct searches,
seizures and collection of evidence, etcetera Compile investigation reports and memoranda
with recommendations to the Director of Public Prosecutions and the SAPS for
consideration to prosecute or take appropriate disciplinary action. Draft and type
investigation reports at the conclusion of each investigation. Update electronically the
status of each case on the database.
Mmabatho. TEL : (011) 220 1500
Ms Kea Mothusi. TEL: (011) 220 1500
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ANNEXURE F
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT
CLOSING DATE
NOTE

:
:

18 July 2016
Interested applicants may visit the following website: www.justice.gov.za or
www.dpsa.gov.za to view the full job specification of the above positions. Applications must
be submitted on Form Z83, obtainable from any Public Service Department or on the
internet at www.gov.za. A Z83 form & CV must be accompanied by original certified copies
of qualifications and identity document and a driver’s licence where necessary. A SAQA
evaluation report must accompany foreign qualifications. Applications that do not comply
with the above mentioned requirements will not be considered. All shortlisted candidates
for SMS posts will be subjected to a technical exercise that intends to test relevant technical
elements of the job, the logistics of which will be communicated. Following the interview
and technical exercise, the selection panel will recommend candidates to attend a generic
managerial competency assessment (in compliance with the DPSA Directive on the
implementation of competency based assessments). Candidate will complete a financial
disclosure form and also be required to undergo a security clearance. If the candidate is
applying for an OSD post, certificates of service must be attached to the CV. The DOJ&CD
is an equal opportunity employer. In the filling of vacant posts the objectives of section 195
(1) (i) of the Constitution of South Africa, 1996 (Act No: 108 of 1996), the Employment
Equity imperatives as defined by the Employment Equity Act, 1998 (Act No: 55 of 1998)
and relevant Human Resources policies of the Department will be taken into consideration.
Reasonable accommodation shall be applied for People with Disabilities including where
drivers licence is a requirement. Shortlisted candidates will be subjected to a personnel
vetting process. Correspondence will be limited to short-listed candidates only. If you do
not hear from us within 3 months of this advertisement, please accept that your application
has been unsuccessful. The department reserves the right not to fill these positions.
Women and people with disabilities are encouraged to apply and preference will be given
to the EE Target.
ERRATA: DIRECTOR: COURT INTERPRETING COURT SERVICES: REF: 16/65/CS
Kindly be informed that the above mentioned post advertised in the DPSA Vacancy Circular
24 of 2016 dated 24 June 2016, with incorrect qualification. Please note that the correct
qualification is An LLB Degree at NQF level 7 or any other relevant tertiary qualification.
The Department apologies for any inconvenience caused.
MANAGEMENT ECHELON

POST 26/11

:

DIRECTOR: COURT OPERATIONS REF NO: 140/16/WC

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R864 177 – R1 017 972 per annum (All inclusive). (Candidates who previously applied
need not re-apply). The successful candidate will be required to sign a performance
agreement
Regional Office, Western Cape
An undergraduate qualification (NQF Level 7) as recognized by SAQA; At least six to ten
years’ experience of which five (5) years must be at middle/ senior managerial level;
Experience in Court management will be an added advantage; Knowledge and
understanding of the work of the Departments within the JCPS; Knowledge of legislation,
prescripts and Frameworks of the Public Service; A valid driver’s licence. Skills and
Competencies: Strategic leadership capabilities; Performance Management; Computer
literacy (MS Word, Excel and MS PowerPoint, MS Project); Analytical thinking; Problem
solving and decision making; Project management, Research and Development;
Knowledge Management; Change management; Financial management; Strategic
leadership capabilities.
Key Performance Areas: Manage court operations, case flow and administrative support;
Manage efficient language and interpreting services for all courts in the Region; Manage
court facilities in the Region; Manage security service and monitor risk areas at courts
environment; Manage quality assurance and auxiliary services in the Region; Manage court
stakeholders and customer relations; Manage effective utilization of resources in the
Directorate.
Adv H Mohamed Tel. (021) 462 5471
Please forward your application to: The Regional Head: Private Bag x 9171 Cape Town
8000 or physical address: Mezzanine floor, Plein Park Building, Plein Street Cape Town
For Attention: Ms L Arenz
GAUTENG Quoting the relevant reference number, direct your application to: The Regional
Head, Private Bag X 6, JOHANNESBURG, 2000 OR Physical Address: 7th floor; Regional
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NOTE

:

Office – Gauteng; Department of Justice and Constitutional Development; Schreiner
Chambers; Cnr. Pritchard and Kruis Street; Johannesburg; 2000
Preference will be given to women and people with disability.
OTHER POSTS

POST 26/12

:

FAMILY ADVOCATE; LP7 – LP8 REF NO: 2016/129/GP

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R637 860 – R1 058 196 per annum. Salary will be in accordance with OSD determination.
The successful candidate will be required to sign a performance agreement.
Family Advocate: Johannesburg
An LLB Degree or recognized 4 year legal qualification; Admitted as an Advocate; The right
of appearance in the High Court of South Africa; At least 5 years appropriate post
qualification, litigation experience; A valid driver’s license. Skills and Competencies:
Litigation; Advocacy; Legal research and drafting; Dispute resolution; Case flow
management.
Key Performance Areas: Execute the mandate of the Office of the Family Advocate;
Endorse settlement agreements or commenting thereon; Institute enquires to ascertain the
best interest of the minor child by means of ADR procedures and evaluation; Attend to
Hague matters when delegated to do so; Attend to relevant circuit courts within the
provinces.
Ms P Raadt (011) 332 9000
Quoting the relevant reference number, direct your application to: The Regional Head,
Private Bag X 6, JOHANNESBURG, 2000 OR Physical Address: 7th floor; Regional Office
– Gauteng; Department of Justice and Constitutional Development; Schreiner Chambers;
Cnr. Pritchard and Kruis Street; Johannesburg; 2000

POST 26/13

:

SOCIAL WORK SUPERVISOR (FAMILY COUNSELLOR SUPERVISOR) REF NO:
2016/109/GP

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

NOTE

:

R318 102 – R591 774 per annum. (Salary will be in accordance with the OSD
determination). The successful candidate will be required to sign a performance
agreement.
Family Advocate: Pretoria
Bachelor’s Degree in Social Work which allows for professional registration with the
SACSSP as a Social Worker; A minimum of 7 years appropriate experience in social work
after registration as Social Worker with the SACSSP; Social work supervisory experience
will be an added advantage; Knowledge and experience in Mediation; Court experience in
evidence, knowledge and application of family law, including mediation in certain divorce
matters Act, maintenance Act and Domestic Violence Act, Children’s Act( inclusive of
Hague Convention on international child abduction); A valid driver’s licence. Skills and
Competencies: Supervisory Skills; Computer literacy(MS Office); Communication skills(
verbal and written); Mediation, Interviewing, conflict resolution, evaluation and report writing
skills; Diversity and conflict management; Attention to detail.
Key Performance Areas: Supervise the work of Family Counsellors; Provide mentoring
and professional guidance to the Family Counsellors in the office; Quality assure and
evaluate information, recommendations made in the best interest of children in Family Law
disputes; Conduct mediation and/or inquiries as part of a multi-disciplinary team in matters
relating to parental responsibilities and rights, specifically but not limited to care, contact
and guardianship, child abduction and related Family Law disputes, Act as expert witness
for the Family Advocate in Court; Network and conduct awareness campaigns regarding
the functions and role of the Office of the Family Advocate; Travel to township and rural
areas to conduct inquiries and interview parties and source references in the Family Law
disputes, alternatively ensure that Family Counsellors are doing so; Report on the
performance of the Family Counsellors in the office to the Head of Office.
Ms P Raadt (011) 332 9000
Quoting the relevant reference number, direct your application to: The Regional Head,
Private Bag X 6, JOHANNESBURG, 2000 OR Physical Address: 7th floor; Regional Office
– Gauteng; Department of Justice and Constitutional Development; Schreiner Chambers;
Cnr. Pritchard and Kruis Street; Johannesburg; 2000
Candidates whose name appears on Part B of the child Protection Register as mandated
by the Section 123 (5) of the Children’s Act, 2005 need not apply. Applicants are required
to attach proof of registration with SACSSP and Service certificates of appropriate
experience in Social work after registration as Social Worker with SACSSP.
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POST 26/14

:

ASSISTANT DIRECTOR: THIRD PARTY FUNDS: OPERATIONS REF NO: 16/73/FS

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R311 784 – R 367 254 per annum. The successful candidate will be required to sign a
performance agreement.
Regional Office, Bloemfontein
A Financial related Degree / National Diploma in Financial environment. A minimum of three
years relevant experience in a Financial Accounting / Management environment, of which
one year must be at a supervisory level; Knowledge of Public Financial Management Act
(PFMA) and National Treasury Regulation; Knowledge of the Department and Third Party
Funds and service will serve as a recommendation; Experience in Third Party Funds
administration at National, Regional or court level; Experience in bank and cashbook
reconciliations. Advanced spreadsheet skills (may be tested). Experience on the Justice
Deposit Account System (JDAS). Justice Management Information System (JMIS) and
advanced spread sheet skills. SKILLS AND COMPETENCIES: Computer literacy;
Communication (Written and verbal) skills. Planning and organizing skills; Ability to work
under pressure and be self motivated; Accurate and attention to details; A valid driver’s
licence.
Key Performance Areas: Ensure effective management of staff and report all TPF related
matters. Complete accurate Interim/ Annual Financial Statements for all courts within the
Province; Assist in the TPF Audit facilitation Train, assist and support the Region with the
implementation of new TPF system. Assist the Region with the implementation of EFT
decentralization as per Regional roll out plan; Assist with National TPF projects as and
when requested.
Ms N Dywili (051) 407 1800
Please direct your applications to: The Regional Head, Private Bag X20578, Bloemfontein,
9300 or hand deliver at 53 Colonial Building, Charlotte Maxeke Street, Bloemfontein, 9300

POST 26/15

:

ASSISTANT DIRECTOR – SECURITY AND RISK MANAGEMENT REF NO:
2016/127/GP
Re-Advertisement kindly note that this is a re-advert Candidates who previously applied
need to re-apply as previous applications will not be considered

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R311 784 – R367 254 per annum. The successful candidate will be required to sign a
performance agreement.
Regional Office, Gauteng
National Diploma or degree in Risk and Security Management or equivalent qualification;
Fire fighting and prevention certificate; 3 years experience of supervisory or management
in Security and Risk Management; A valid driver’s licence. Skills and Competencies: Good
communication skills ( verbal and written); Computer literacy (MS Word and Excel); Project
management skills; Presentation skills; Ability to work under pressure; Administrative and
organizational skills; Sound interpersonal relations; Accuracy and attention to detail.
Key Performance Areas: Assist in the management of the total court security functions
within the Region; Manage contracts and direct security personnel; Coordinate
Occupational Health and Safety matters within the Region; Identify all risks and threats to
the security of the institution; Conduct security assessments, audits and recommend
measures necessary for improvement; Evaluate and improve the effectiveness of security
measures, procedures and conduct security awareness as well as training to all officials;
Liaise with SSA, SAPS and other security stakeholders in respect of investigation of
security breaches, leakages of information and other suspected incidents of security;
Ensure proper administration and vetting of applicants; Draft annual Action and Business
Plans for the component; Direct and manage the tender process of contracts; manage the
budget in accordance with the regulations and procedures defined in the PFMA.
Mr T Modise  (011) 332 9000
Quoting the relevant reference number, direct your application to: he Regional Head,
Private Bag X6, Johannesburg, 2000 OR Physical address: 7th Floor Schreiner Chambers,
Corner Pritchard and Kruis Street, JOHANNESBURG.

POST 26/16

:

ASSISTANT DIRECTOR, COURT INTERMEDIARY REF NO: 080/15NC
This post is a re- advertisement; candidates who previously applied are encouraged to reapply

SALARY

:

CENTRE
REQUIREMENTS

:
:

R311 784 – R367 254 per annum. The successful candidate will be required to sign a
performance agreement.
Kimberley Regional Office
Three year Bachelor Degree/ National Diploma academic qualification in one of the
following fields; teaching, social work/ family counseling, child care and youth development,
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pediatrics, psychiatry, clinical counseling, educational psychologist; Applicants must be
duly registered with the relevant professional/ scientific organization/body in their field of
specialization; Five (5) years’ experience in intermediary services of which three (3) years
should be at supervisory level; Experience in working with different types of disabilities,
exposure to court procedure, court etiquette, legal terms and terminology and functions of
courts will be added advantages; Knowledge of the relevant legal and regulatory framework
(Constitution of RSA, 1996; Criminal Procedure Act, 1977 (Act No 51 of 1977), particularly
sections 153, 158 and 170A of the Act; Criminal Law (Sexual Offences and Related
Matters) Amendment Act, 2007 (Act No 32 of 2007); Children’s Act, 2005 (Act No 38 of
2005); Domestic Violence Act (Act No 116 of 1998); Be fluent in the predominant
language(s) of the jurisdictional area of the court; A valid driver’s licence. Skills and
Competencies: Communication and empathic listening skills (with children, persons with
mental disabilities and other traumatized witnesses); Trauma and basic counseling skills;
interpersonal skills; Customer focus and responsiveness; administrative skills; Computer
literacy (Ms Word, PowerPoint, Outlook, Excel); Problem solving and decision making skills
Key Performance Areas: Manage and coordinate intermediary services in the cluster;
Manage, consolidate and analyse intermediary service information, statistics and reporting;
Facilitate and coordinate training and development of court intermediaries; Monitor
maintenance of equipment in courts at testifying rooms and its related resources; Provide
effective people management.
Ms D. Kistoo  (053) 802 1300
Quoting the relevant reference number, direct your application to: Postal address: The
Regional Head: Justice and Constitutional Development, Private Bag X6106, Kimberley,
8300. OR hand delivers at the New Public Buildings, (Magistrates Court) of Knight and
Stead Streets, 7th floor, Kimberley, 8301. Email or faxed applications will not be considered.

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

POST 26/17

:

ADMINISTRATIVE OFFICER REF NO: 16/71/FS

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R262 272 – R308 943 per annum. The successful candidate will be required to sign a
performance agreement.
Magistrate’s Offices, Trompsburg
Grade 12 plus Applicable B Degree/ National Diploma in Administration/ Financial
Management or equivalent; A three (3) years administrative experience of which court
experience will serve as an advantage; Proven supervisory experience; Knowledge of the
Public Financial Management Act (PFMA) and Human Resource Management
Understanding of the Department’s Accounting System (BAS, JDAS, and JYP);
Departmental Financial Instructions (DFI) Departmental policies and procedures;
Knowledge of Assets and Facility Management and Security Risk Management; A valid
driver’s license. Skills and Competencies: Computer literacy (MS Office). Excellent
Communication (Written and verbal) skills; Customer Orientated; Good Interpersonal Skills;
Planning and organizing skills; Problem Solving Skills and Leadership skills.
Key Performance Areas: Co-ordinate and manage the financial and human resources of
the office, as well as all functions relating to the Criminal Courts, Civil Courts, Family Courts
and other related divisions. Co-ordinate and manage risk and security in the court. Manage
Assets, TPF Account, Vote Account including Supply Chain processes, Budget, Facilities,
physical resources, information and communication related to the court. Implement the
departmental trends. Support case flow management at the court and provide support to
the judiciary and internal stakeholders. Manage communication and relations with the
internal and external stake-holders Manage service level agreement and performance
agreement.
Ms N Dywili @ (051) 407 1800
Please direct your applications to: The Regional Head, Private Bag X20578, Bloemfontein,
9300 OR Physical Address 53 Colonial Building, Charlotte Maxeke Street, Bloemfontein,
9300

POST 26/18

:

ASSISTANT MASTER MR3- MR5 2 POSTS

SALARY

:

CENTRE

:

REQUIREMENTS

:

R210 837 – R762 630 per annum. (Salary will be in accordance with OSD determination).
The successful candidate will be required to sign a performance agreement
Johannesburg Master of the High Court Ref No: 16/169/MAS
Durban Master of the High Court Ref No: 16/174/MAS
LLB Degree or four years recognized legal qualification; 2 years appropriate post
qualification legal experience; Knowledge of the Administration of Estates Act, Compliance
Act, Mental Health Act, Insolvency Act, Companies Act, Close Corporations Act, Trust
Property Control Act and other relevant legislation; Experience in the functional field and
services provided by Master’s of the High Court. Skills and Competencies: Estate duties;
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Case flow management; Trust; Administration of estate; Legal research and drafting;
Planning and organizing; Dispute Resolution; Time management; Communication skills;
Ability to work under pressure and independently in a highly pressurized environment.
Key Performance Areas: Manage the administration of Deceased Estates, Insolvent
estates, Trust, Curatorship and the operations regarding the Guardian’s Fund; Provide
strategic direction to the office; Ensure that departmental policy, procedures and
legislations are implemented; Manage the operations regarding the Guardian’s Funds and
resources in the office; Ensure continuous quality improvement of processes and policies;
Provide leadership, direction and training to the legal professional team at the office.
Mr. S. Maeko  (012) 315-1996 and Mr M Lehong  (012) 315-1264
Quoting the relevant reference number, direct your application to: Postal address: The
Human Resources: Department of Justice and Constitutional Development, Private Bag
X81, Pretoria, 0001.OR Physical address: Application Box, First Floor Reception, East
Tower, Momentum Building, 329 Pretorius Street, Pretoria.
People with disabilities are encouraged to apply. Separate application must be made
quoting the relevant reference number

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

NOTE

:

POST 26/19

:

MAINTENANCE OFFICER (MR-1 – MR-5), REF NO: 029/16/NC
This post is a re- advertisement; candidates who previously applied are encouraged to reapply
(Contract Post Ending 31 March 2017)

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R162 726 – R762 630 per annum. (Salary will be determined in accordance with OSD
determination). The successful candidate will be required to sign a performance
agreement.
Magistrate Office Galeshewe
LLB or appropriate four year recognized legal qualification; Extensive knowledge of the
maintenance system; Proficiency in at least two official languages; Understanding of all
services and procedures in the area of maintenance and other areas of family law; A valid
driver’s licence. Skills And Competencies: Computer literacy (MS Office); Excellent
Communication skills (written and verbal); Numeric skills; Communications skills;
Facilitation skills; Ability to: Work with public in a professional and empathetic manner;
Explain legal terminology and processes in simple language; Manage time effectively and
develop good facilitation skills; Think innovatively and work in pressurized environment.
Key Performance Areas: Perform duties or functions of a Maintenance Officer in terms of
the Maintenance Act; Obtain financial information for the purposes of maintenance
enquiries; Guide maintenance investigators in the performance of their functions; Appear
in the Maintenance Court and conduct proceedings in terms of the Maintenance Act;
Implement Bench Orders.
Mr. R. Muller  (053) 802 13000
Quoting the relevant reference number, direct your application to: Postal address: The
Regional Head: Justice and Constitutional Development, Private Bag X6106, Kimberley,
8300. OR hand delivers at the New Public Buildings, (Magistrates Court) of Knight and
Stead Streets, 7th floor, Kimberley, 8301. Email or faxed applications will not be considered.
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ANNEXURE G
DEPARTMENT OF LABOUR
It is the Department’s intention to promote equity (race, gender and disability) through the filling of this post with a
candidate whose transfer / promotion / appointment will promote representivity in line with the numeric targets as
contained in our Employment Equity plan.
NOTE

:

Applications must be submitted on form Z83, obtainable from any Public Service
Department or on the internet at www.gov.za/documents. The fully completed and signed
form Z83 should be accompanied by a recently updated, comprehensive CV as well as
recently certified copies of all qualification(s ), academic records including a Senior
Certificate and ID-document [Driver’s license where applicable]. Non-RSA
Citizens/Permanent Resident Permit Holders must attach a copy of their Permanent
Residence Permits to their applications. Should you be in possession of a foreign
qualification, it must be accompanied by an evaluation certificate from the South African
Qualification Authority (SAQA). Applicants who do not comply with the above-mentioned
requirements, as well as applications received late, will not be considered. Failure to submit
all the requested documents will result in the application not being considered.
Correspondence will be limited to short-listed candidates only. If you have not been
contacted within eight (8) weeks after the closing date of this advertisement, please accept
that your application was unsuccessful. Suitable candidates will be subjected to a personnel
suitability check (criminal record, citizenship, credit record checks, qualification verification
and employment verification). Where applicable, candidates will be subjected to a
skills/knowledge test. All shortlisted candidates for SMS posts will be subjected to a
technical competency exercise that intends to test relevant technical elements of the job,
the logistics of which be communicated by the Department. Following the interview and
technical exercise, the selection panel will recommend candidates to attend generic
managerial competencies using the mandated DPSA SMS competency assessment tools.
Successful candidates will be appointed on a probation period of 12 months. The
Department reserves the right not to make any appointment(s) to the above post.
Successful candidates will be expected to sign a performance agreement.
MANAGEMENT ECHELON

POST 26/20

:

CHIEF OPERATIONS OFFICER REF NO: HR 4/16/6/33HO

SALARY
CENTRE

:
R1 267 806 per annum (all inclusive package)
:
Branch: Office of the Chief Operations Officer, Head OfficeREQUIREMENTS
:
An undergraduate qualification (NQF level 7) and a post graduate qualification (NQF level 8) as
recognised by SAQA in Management / Public Management / Public Administration/Business Management/ Administration.
Eight to ten years experience at a senior managerial level. A valid driver’s licence. Knowledge: Public Financial Management
Act, Technical standards / procedures, Public Service Regulation Act, Public Service Regulations, Financial Regulations,
Labour Relations Act, COIDA, UIA. Skills: Analytical thinking, Research, Computer utilization, Policy formulation, Financial
management, Management to ensure to ensure that performance standards remains adequate and that responsibilities are
adhered to within budget limits, Adaptability during changes to meet the goals, strategic management, Communication, Project
management.
DUTIES
:
Provide strategic leadership, support and advice to the Department regarding operations
of the Department in accordance with relevant regulations and prescripts. Develop and
implement performance monitoring and evaluations systems for the Provinces. Ensure the
development and the implementation of strategic plan and work plans as well as operational
plans for the Province. Responsible for the resources and performance management of
staff (Human, finance, assets.
ENQUIRIES
:
Mr S Nkhabelane, Tel. 012 309 4027
APPLICATIONS
:
Chief Director: Human Resources Management: Private Bag X 117, Pretoria, 0001 or hand
deliver at 215 Francis Baard Street. FOR ATTENTION: Sub-directorate: Human Resources
Operations, Head Office
CLOSING DATE
:
11 July 2016
POST 26/21

:

DEPUTY DIRECTOR-GENERAL: CORPORATE SERVICES REF NO: HR 4/16/6/31HO

SALARY
CENTRE
REQUIREMENTS

:
:
:

R1 267 806 per annum (all inclusive package)
Branch: Corporate Services, Head Office
An undergraduate qualification (NQF level 7) and a post graduate (NQF level 8) as
recognized by SAQA in Management/ Public Management/ Public Administration/ Business
Management/Administration. Eight to Ten years experience at the senior managerial level.
Valid drivers licence. Knowledge: Public service transformation and management issues,
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DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

Public Service Act, Ability to convert policy into action, Treasury Regulations, Public Service
Regulations and relevant prescripts, Departmental policies and procedures, Accounting
systems and Internal Control, Corporate governance, Batho Pele principles, Public
Financial Management Act. Skills: Advanced administration and financial management,
Strong leadership, strategic decision-making abilities, Strong verbal and written
communication, Good interpersonal relations, Ability to build high performance teams,
Advanced computer literacy, Project management, Advanced strategic management,
Advanced communication, People management, Result orientation.
Formulate strategic policies and Programmes which will enable the internal Branch to
successfully fulfil its role in delivering the core services to the clients. Develop and monitor
the implementation of information technology services and system that support the vision
as well as keep abreast with the latest IT Developments and changes. Advise the DirectorGeneral and the Minister on an ongoing basis regarding Internal Audit, Legal Services, Risk
Management, Security Management and Human Resource matters. Coordinate and
monitor the development, implementation and maintenance of Labour’s organizational
structure and establishment. Build the image of the Department of Labour by
communicating purposefully with various Stakeholders. Manage staff and other resources.
Mr S Nkhabelane, Tel. 012 309 4027
Chief Director: Human Resources Management: Private Bag X 117, Pretoria, 0001 or hand
deliver at 215 Francis Baard Street. FOR ATTENTION: Sub-directorate: Human Resources
Operations, Head Office.
11 July 2016

POST 26/22

:

DIRECTOR SECURITY SERVICES REF NO: HR 4/16/6/34HO

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R 864 177 per annum (all inclusive)
Directorate: Security Services, Head Office
Three year relevant tertiary qualification in Security Management. Five years experience at
a middle management level. Three years functional experience in security services. A valid
driver’s licence. Registered with Private Security Industry Regulation Authority (PSIRA).
Knowledge: Departmental Policies and procedures, Security Investigation, Personal
security, Document security, Communication security, IT, Physical Security measures.
Skills: Planning and organizing, Communication, Interpersonal, Problem solving, Listening
and observation, Negotiations, Event management, Presentation, Analysis, Investigation.
Develop and control the strategic plan of security operation system in the Department.
Establish and manage confidential information in terms of Minimum Information Security
Standards. Plan and control compliance with Occupational Health and Safety in the
Department. Provide advice to relevant stakeholders regarding improvement of legislation,
policies, procedures and processes in the Department. Manage all resources of the
Directorate.
Mr S Nkhabelane, Tel. 012 309 4027
Chief Director: Human Resources Management: Private Bag X 117, Pretoria, 0001 or hand
deliver at 215 Francis Baard Street. FOR ATTENTION: Sub-directorate: Human Resources
Operations, Head Office.
11 July 2016
OTHER POSTS

POST 26/23

:

PRINCIPAL INSPECTOR: EMPLOYMENT EQUITY 2 POSTS

SALARY
CENTRE

:
:

REQUIREMENTS

:

DUTIES

:

R 389 145 per annum.
Provincial Office: Limpopo-Ref No: HR4/4/6/66
Provincial Office: East London- HR/4/4/1/25
Three year relevant tertiary qualifications in Labour Relations / Human Resource
Management. Valid drivers licence. Two years supervisory experience. Two years
functional experience in enforcing Labour Laws inspections. Knowledge: Departmental
policies and procedures, Batho Pele Principles, Public Finance Management Act (PFMA),
Public Service Regulations, Labour Relations Act, promotion of Equality and prevention of
unfair Discrimination t Promotion of Administrative Justice Act, Employment Equity Act .
Skills: Planning and organising, Computer literacy, Communication, Problem Solving,
Interviewing, listening and observation, Presentation, Research, Project Management.
Ensure the implementation of programmes, work plans and policies for Employment Equity
Act and Regulations administered by the Department of Labour. Conduct investigations
into complex cases that have not been resolved or referred to ensure compliance with
Employment Equity Act and Regulations. Monitor, evaluate and report on the impact of
Employment Equity Act programmes. Provide technical advice on the sector specific to
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Employment Equity Act matters. Conduct advocacy campaigns on EEA and analyse
impact. Manage the resources of the section.
Mr W Mokoena Tel: (015) 290 1625
Ms P Mbongwana, Tel: (043) 701 3283
Chief Director: Provincial Operations: Private Bag X 9368, Polokwane, 0700, For Attention:
Sub-directorate: Human Resources Management, Limpopo
Chief Director: Provincial Operations: Private Bag X 9005, East London, 5200. For
Attention: Sub-directorate: Human Resources Management, East London
18 July 2016

ENQUIRIES

:

APPLICATIONS

:

CLOSING DATE

:

POST 26/24

:

PRINCIPAL INSPECTOR: BASIC CONDITIONS OF EMPLOYMENT ACT REF NO: HR
4/4/9/90

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS
FOR ATTENTION
CLOSING DATE

:
:
:
:

R 389 145 per annum
Provincial Office: Mmabatho
Three years relevant tertiary qualification in Labour Law / Labour Relations/ Human
Resource Management / LLB. Two years Supervisory experience. Two years functional
experience in Inspection and Enforcement Services. Valid drivers licence. Knowledge:
Departmental Policies and Procedures, Batho Pele principles, PFMA, BCEA, Public
Service Regulations, OHS Act and Regulations, COIDA. Skills: Planning and Organising,
Computer Literacy, Communication, Problem Solving, Interviewing, Listening and
observation, presentation, research and Project Management.
Ensure the implementation of programmes, work-plans and policies for Basic Condition of
Employment Act and Regulations. Conduct investigations in to complex cases that have
not been resolved or referred to ensure compliance with Basic Conditions of Employment
Act and Regulations. Monitor, Evaluate and report on impact of Basic Conditions of
Employment Act programmes. Provide technical advice on sector specific Basic Conditions
of Employment Act matters. Manage resources within the unit.
Mr OPS Sebapatso, Tel: (018) 387 8100
Chief Director: Provincial Operations: Private Bag X 2040, Mmabatho, 2735
Sub-directorate: Human Resources Management, Mmabatho
18 July 2016

POST 26/25

:

ASSISTANT DIRECTOR: STATUTORY SERVICES REF NO: HR 4/4/8/12

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS
FOR ATTENTION
CLOSING DATE

:
:
:
:

R 311 784 per annum
Provincial Office: Bloemfontein
Bachelor of Law (LLB) / BPROC. Admission as an attorney of the High Court or Advocate
who has undergone pupilage and passed their exam bar. One year legal relevant functional
experience in Legal Service environment. Valid driver’s license. Knowledge: Public Service
transformation and management issues, Public Service Act, Treasury Regulations, Public
Service Regulations, SDLA, OHS Act, UI Contribution Act, Departmental policies and
procedures, Corporate governance, Skills Development Act. Skills: Administration and
financial management, Verbal and written communication, Good interpersonal relations,
Ability to build high-performance teams, Computer literacy, Project Management, Strategic
Management.
Coordinate information to provide legal advice and proceeding. Monitor the implementation
of quality management system for labour law enforcement. Implement and monitor
enforcement processes. Facilitate the implementation of capacity programmes for
Inspectors. Appear in court to argue DOL’s cases during application proceedings. Draft
legal papers and deal with opposed cases. Deal with judgment execution. Coordination of
information for advice on ratification of ILO conventions.
Ms N Douw-Jack, Tel: (051) 505 6210
Chief Director: Provincial Operations: PO Box 522, Bloemfontein, 9300
Sub-directorate: Human Resources Management, Bloemfontein.
18 July 2016

POST 26/26

:

INSPECTOR: TEAM LEADER REF NO: HR4/4/9/172

SALARY
CENTRE
REQUIREMENTS

:
:
:

R 262 272 per annum
Labour Centre: Brits
Three year relevant tertiary qualification in Labour Law or relevant related Labour Laws of
South Africa. Three years experience in Inspection and Enforcement environment. A valid
driver’s licence. Knowledge: Departmental Policies and procedures, Skills Development
Act, Labour Relation Act, Basic Conditions of Employment Act ,Skills Development Levies
Act, Occupational Health and Safety Act, COIDA, SABS Codes, Unemployment Insurance
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DUTIES

:

ENQUIRIES
APPLICATIONS
FOR ATTENTION
CLOSING DATE

:
:
:
:

Act ,Unemployment Insurance Contribution Act, Employment Equity Act, Immigration Act.
Skills: Facilitation, Planning and Organizing (Own and others), Computer literacy,
Interpersonal, Conflict handling, Negotiation, Problem solving, Presentation, Innovative,
Analytical, Verbal and written communication.
Plan and independently conduct substantive occupational inspections with the aim of
ensuring compliance with all Labour legislations, namely, Basic Conditions of Employment
Act (BCEA), Labour Relations Act (LRA), Employment Equity Act (EEA), Unemployment
Insurance Act (UIA), Compensation for Occupational Diseases Act (COIDA), Occupational
Health and Safety (OHS) and UI Contribution Act (UCA). Plan and execute investigations
independently on reported cases pertaining to contravention of labour legislation and
enforce as and when necessary including making preparations for and appearing in Court
as a State witness. Plan and conduct allocated proactive (Blitz) inspections regularly to
monitor compliance with labour legislation including compilation and consolidation of
reports emanating from such inspections. Plan and conduct advocacy campaigns on all
labour legislation independently, analyse impact thereof, consolidate and compile report.
Contribute at a higher level to planning, drafting and maintenance of regional inspection
plans and reports including execution of analysis and compilation of consolidated statistical
reports on regional and allocated cases. Supervise the resources in the Sub- Section.
Ms MM Serumula, Tel: (018) 387 8100
Chief Director: Provincial Operations: Private Bag X 2040, Mmabatho, 2735
Sub-directorate: Human Resources Management, Mmabatho
18 July 2016

POST 26/27

:

ESSA TECHNICAL SUPPORT OFFCER REF NO: HR 4/16/ 6/ 47 HO

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R 211 194 per annum
Branch: Public Employment Services, Head Office
Three year relevant tertiary qualification in Information Technology. One year functional
experience in Information Technology environment. A valid driver’s licence. Knowledge:
Project Management, Batho Pele Principles, HRM, Administration. Skills: Communication,
Computer literacy, Presentation, Interpersonal, Report writing.
Provide secretariat support to the PES Administration Systems Operation Committee.
Provide logistical support for implementation of PES infrastructure in the Provinces to meet
client expectation. Supervise the Public Employment Service Call Centre staff. Render
support in the running of PES Self-Registration services and PES mobile bus. Render
administrative support for the day to day operations of the Sub-Directorate.
Ms DE Mabusela, Tel: 012 309 4832
Chief Director: Human Resources Management: Private Bag X 117, Pretoria, 0001 or hand
deliver at 215 Francis Baard Street. FOR ATTENTION: Sub-directorate: Human Resources
Operations, Head Office.
18 July 2016

POST 26/28

:

INSPECTOR: INSPECTION SERVICES REF NO: HR4/4/9/171

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R 171 069 per annum
Labour Centre: Lichtenburg
Three year relevant tertiary qualification in Labour Law or relevant related Labour Laws of
South Africa. Zero to six months in Inspection and Enforcement environment. Valid Drivers
licence. Knowledge: Departmental Policies and procedures, Skills Development Act,
Labour Relation Act, Basic Conditions of Employment Act , Skills Development Levies Act,
Occupational Health and Safety Act, COIDA ,Unemployment Insurance Act, UI Contribution
Act ,Employment Equity. Skills: Facilitation, Planning and Organizing (Own work),
Computing (Spread sheets, PowerPoint and word processing), Interpersonal, Problem
solving, Interviewing, listening and observation, Analytical, Verbal and written
communication.
Conduct occupational inspections with the aim of ensuring compliance with all labour
legislations, namely, Basic of Conditions of Employment Act (BCEA), Labour Relations Act
(LRA), Employment Equity Act (EEA), Unemployment Insurance Act (UIA), Compensation
for Occupational Injuries and Diseases Act (COIDA), Occupational Health and Safety
(OHS), Skills Development Act (SDA) and UCA. Execute investigations on reported cases
pertaining to contravention of labour legislation and enforce where and when necessary.
Conduct proactive (Blitz) inspections regularly to monitor compliance with labour
legislation. Conduct advocacy campaigns on identified and allocated labour legislation.
Assist in drafting of inspection plans, reports and compilation of statistics on allocated
cases.
Ms ME Msiza Tel: (018) 387 8100
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APPLICATIONS
FOR ATTENTION
CLOSING DATE

:
:
:

Chief Director: Provincial Operations: Private Bag X 2040, Mmabatho, 2735
Sub-directorate: Human Resources Management, Mmabatho
18 July 2016
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ANNEXURE H
DEPARTMENT OF MINERAL RESOURCES
APPLICATIONS

:

CLOSING DATE
FOR ATTENTION
NOTE

:
:
:

The Director-General, Department of Mineral Resources, Private Bag X59, Arcadia, 0007
or hand delivered to Trevenna Campus, corner Mentjies and Francis Baard Street, former
Schoeman, Sunnyside
8 July 2016
Ms N Maseko or Ms T Sibutha
Applications should be on Form Z83 (which should be completed in full, accurately, legibly,
signed and dated) and must be accompanied by a comprehensive CV, and originally
certified copies of qualifications as well as ID not longer than 3 months (where a driver’s
licence is a requirement, a certified copy must be attached). NB: Applicants who do not
comply with the abovementioned requirements, as well as applications received after the
closing date will not be considered. Requirements stated on the advertised posts are
minimum inherent requirements; therefore criterion for short-listing will depend on the
proficiency of the applications received. The Department reserves the right to determine
suitable candidate(s) during the selection process. Confirmation of final appointment will
be subject to a positive security clearance. Due to the large number of responses
anticipated, correspondence will be limited to short-listed candidates only. Short-listed
candidates will be contacted within three weeks after the closing date. Applicants who have
not been contacted during this period may regard their applications as unsuccessful.
MANAGEMENT ECHELON

POST 26/29

:

CHIEF DIRECTOR: STRATEGY, MONITORING AND EVALUATION REF NO:
DMR/16/0014
This is a re-advertisement; candidates who previously applied and are still interested must
re-apply.

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R1 042 500 per annum - all inclusive package (Level 14)
Head Office (Pretoria)
An appropriate degree (NQF Level 7) coupled with extensive experience of which 5 years
must be at Senior Management level PLUS the following competencies: Knowledge:
Enterprise-wide risk management, Internal Audit, PFMA, Corporate Governance. Skills,
Conflict management, Financial management, Project management, Problem solving and
analysis, Strategic capability and leadership, Change management. Communication:
Communicate on all levels, Verbal, written and liaison, Influential. Creativity: Innovative
thinker, Logical, Objective, Accurate, Diplomatic, Assertive.
Manage the development, implementation and maintenance of Departmental strategic and
annual performance planning and monitoring and reporting framework to measure the
Department’s performance, Evaluation of the Department’s impact on operations within and
outside the Department, Monitoring compliance with the regulatory framework, Provide
guidance and advice on the application of performance monitoring and reporting
framework, the interpretation of performance and assessment reports as well as
compliance with regulatory framework, Support the Minister, Director-General and other
Senior Managers in the execution of their functions relating to performance monitoring,
impact evaluation and compliance with the regulatory framework, Liaise with the relevant
role-players, Manage the Chief Directorate.
Ms P.B. Gamede, tel. (012) 444 3005.

POST 26/30

:

DIRECTOR: STRATEGY AND MONITORING REF NO: DMR/16/0015

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R864 177 per annum - all inclusive package (Level 13)
Head Office (Pretoria)
A degree (NQF Level 7) coupled with extensive experience of which 5 years must be at
Middle Management level PLUS the following competencies: Knowledge: Enterprise-wide
risk management, Internal Audit, PFMA, Corporate Governance. Skills: Conflict
management, Financial management, Project management, Problem solving and analysis,
Strategic capability and leadership, Change management. Communication: Communicate
on all levels, Verbal, written and liaison, Influential. Creativity: Innovative thinker, Logical,
Objective, Accurate, Diplomatic, Assertive.
Co-ordinate the development, implementation and maintenance of a performance,
compliance monitoring and reporting system and procedures for the Department, Provide
advice and guidance on the monitoring and reporting framework, Verify and consolidate
information and reports on: organisational performance, service delivery, delivery
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ENQUIRIES
NOTE

:
:

programmes and compliance with the regulatory framework, Analyse reports and make
recommendations on: organisational performance in terms of strategic objectives, delivery
programmes in terms of performance and standards and compliance with the regulatory
framework, Manage Directorate.
Ms P.B. Gamede, tel. (012) 444 3005.
Coloureds, Indians as well as people living with disabilities are encouraged to apply. All
shortlisted candidates for SMS posts will be subjected to a technical exercise that intends
to test relevant technical elements of the job, the logistics of which will be communicated
by the Department. Following the interviews and technical exercise, the selection panel will
recommend candidates to attend a generic managerial Competency Assessment.
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ANNEXURE I
NATIONAL SCHOOL OF GOVERNMENT
The National School of Government (NSG) is mandated to train and develop public servants as a means to realize
the national development objectives of the country and thereby support sustainable growth, development and
service delivery. The purpose of the NSG is to build an effective and professional public service through the
provision of relevant training interventions.
APPLICATIONS
FOR ATTENTION

:
:

CLOSING DATE
NOTE

:
:

Principal: National School of Government, Private Bag X759, Pretoria, 0001
Ms L Raseroka, HR Unit , National School of Government by hand at ZK Matthews Building,
70 Meintjes Street, Sunnyside, Pretoria. E-mailed and faxed applications will not be
accepted. Enquiries: In connection with the applications kindly contact Ms Letty Raseroka
(012) 441 6626 or Mr Mpho Mugodo, (012) 441-6017.
08 July 2016 @ 16h00
Applications must consist of: A fully completed and signed Z83 form; a recent
comprehensive CV; contactable referees (telephone numbers and email addresses must
be indicated); the relevant reference number must be quoted on the application. Foreign
qualifications must be accompanied by an evaluation certificate from the South African
Qualification Authority (SAQA). All non-SA citizens must attach a certified copy of proof of
permanent residence in South Africa. All short listed candidates will be required to submit
certified copies of their identity document and qualifications before the interviews. All
shortlisted candidates for SMS post will be subjected to a technical exercise that intends to
test relevant technical elements of the job. Following the interview the recommended
candidates will be required to attend a generic managerial competency assessment. They
will also be subjected to security and qualifications vetting. The National School of
Government reserves the right not to make an appointment. Correspondence will be limited
to shortlisted candidates only. Suitably qualified and experienced candidates are invited to
apply for the following vacant positions. The National School of Government will give
preference to individuals whose appointment will improve employment equity in the
department. Applicants are advised to read Chapter 4 of the Public Administration
Management Act of 2014 from the DPSA website regarding the repositioning of NSG to
Higher Education institution. Applicants are requested to visit the DPSA website at
www.dpsa.gov.za or the NSG website at www.thensg.gov.za for full information on the
requirements and duties of the positions.
MANAGEMENT ECHELON

POST 26/31

:

DEPUTY DIRECTOR-GENERAL: TRAINING MANAGEMENT AND DELIVERY REF NO:
NSG: 10/2016
Training Management and Delivery

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

An inclusive remuneration package commencing at R1 267 806.00 per annum, comprising
basic salary (60%/70% of package), contribution to the Government Employee Pension
Fund (15% of basic salary) and a flexible portion (salary level 15).
Pretoria.
A relevant under graduate qualification (NQF level 7) and a post-graduate degree (NQF
level 8) as recognized by SAQA plus 8-10 years of experience at a senior managerial level
in similar types of organizations and roles. Outstanding strategic capability and leadership,
programme and project management, financial management, change management,
knowledge management, service delivery innovation, problem solving and analysis, people
management and empowerment and communications skills .
The incumbent will be responsible for providing strategic management and leadership for
the roll-out of training interventions on Leadership, Management, Administration and
Induction. In addition the incumbent will be responsible for ensuring effectiveness and
efficiency of pre and post training delivery support within the NSG focusing on Marketing
the department and its service offerings and providing Technical Support which includes
training logistics and learner records management. Formulate, execute, report, monitor and
evaluate the Branch strategic plan. Compile the budget for the branch and ensure effective
and economical use of allocated funds. Develop and manage key risks that may militate
against achievement of objectives. Ensure good governance. Manage, empower and lead
a team of senior managers, professionals and experts. The incumbent is required to
stimulate interest in the NSG service offerings, establish and structure partnerships with
relevant institutions of learning, training providers and other external service providers
thereby contributing to the NSG’s training delivery objectives. Provide thought leadership
at public service fora (including the Public Sector Training Forum) in the area of capacity
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ENQUIRIES

:

building. Support the Principal in his engagements with Cabinet and Parliamentary
Committees, domestic and international management development institutions. Attend
Cluster meetings on behalf of the Principal. Serve on various governance structures
including but not limited to the Executive Committee, Risk Management and Performance
Management Committees of the department.
Ms MN Tshikwatamba (012) 441-6109
OTHER POST

POST 26/32

:

ASSISTANT DIRECTOR: INDUCTION REF NO: NSG 12/2016
Chief Directorate: Induction

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

(Salary level 9) commencing at R311 784.00 per annum
Pretoria.
A relevant Degree/Diploma. Experience in Human Resources Management and
Development or Public Administration. Must have good organizational, project and process
management abilities to manage and co-ordinate the functions of the unit. A good
theoretical and practical knowledge of managing induction training projects on a large
scale; knowledge of a range of methodologies for training and learning; good administration
and management skills; ability to teamwork; project management capability; ability to write
project proposals; ability to manage and track training projects, knowledge of procurement
procedures; Computer literacy in Microsoft Office suite. Knowledge and skills: Knowledge
of curriculum design and development. Good project and people management skills. Ability
to deliver within time frames as reflected in project plans. Good communication and liaison
skills Demonstrated ability to communicate at all levels, Report writing skills. Research
skills. Planning and time management Analytical skills, problem-solving skills. Monitoring
and Evaluation skills. Negotiation skills. Team work. Client orientation and customer focus
skills. Change management skills. Personal Attributes: The person will have to demonstrate
analytical, systematic, organised, accurate, attention to detail, dynamic, independent, keep
up with trends, possesses the ability to meet deadlines, honest, responsible, professional
with a strong work ethic, a team player, interpersonal skills, self-driven and systematic.
Develops work plans for Induction programmes to implement and provide strategic
direction. Identifies new projects required due to changes in the strategic direction Uses
technology and information systems available in the Induction workplace such as the
Training Management System; Excel spreadsheets. Understands the information systems
and technology programs utilised by the Directorate and effectively utilises the technology
to get work done. Translates outputs and objectives into specific plans. Prepares clear
plans and a strategic focus before starting to work on projects or implement initiatives.
Organise, prioritise and schedule tasks so they can be performed within budget and with
the efficient use of time and resources. Measures progress and monitors performance and
results. Achieve goals in a timely manner, despite obstacles encountered by organising,
reprioritising and re-planning.. Sets goals and objectives relevant to the function and
focuses on the citizen’s/customer’s needs. Attends to and manages multiple tasks and
details by focusing on key priorities and delegation to others. Identifies and allocates
resources. Develops contingency plans for potential problems. Co-ordinates work efforts
when necessary to produce deliverables Breaks problems of training delivery into
component parts and considers or organises the parts into a systematic way. Determine
the underlying causes of the problem of delivery. Assess risks in evaluating different
courses of action. Renders judgements, develops alternative courses of action and makes
decision based on logical assumptions and reflect factual information. Makes practical
decisions based on analysis of the best available evidence within available time frame.
Finds appropriate ways to use new ideas, approaches and knowledge to more effectively
address the challenges of the team or of the department as a whole. Involves other officials
in decisions and keeps them informed of consequences that affect them. Consider
contingencies and their consequences. Be decisive. Manage a small or non-complicated
project or sub-project team. Organises the team and develops a work plan (e.g. MS-Project
Gantt chart, allocates tasks in accordance with stated objectives such as time scales, staff
development needs and citizen/ customer expectations, allocated tasks). Maintain project
records (e.g. working papers, audit trails, evidence of sign-off by senior personnel).
Maintain project management documentation (e.g. status reports, issues tracking,
payments). Updates project work plans. Agrees and makes amendments as appropriate.
Maintains critical paths, follows changes to timetables, responsibilities and deliverables.
Assess the quality of the work performed by team members. Raises scope/boundary issues
related to the team’s area of work. Monitors and evaluates progress against the work-plan,
reporting variations and issues in a timely and appropriate fashion, recommending and
taking appropriate actions. Provide feedback, supervision and coaching to team members,
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ENQUIRIES

:

including technical assistance required to ensure successful completion of projects.
Promotes teamwork and encourages team members to put team objectives ahead of
personal objectives.
Dr K M Mphahlele, (012) 441-6209
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ANNEXURE J
OFFICE OF THE CHIEF JUSTICE
REPUBLIC OF SOUTH AFRICA
The President of the Republic of South Africa proclaimed, by Proclamation No 44 of 2010, the establishment of the
Office of the Chief Justice (OCJ) as a national department on 23 August 2010 to support the Chief Justice as the
Head of the Judiciary and the Head of the Constitutional Court. The services of the following dynamic persons are
required to establish the Office:
CLOSING DATE
NOTE

:
:

15 July 2016
Applications must be submitted on form z83, obtainable from any Public Service
Department or on the internet at www.dpsa.gov.za/documents. The Completed and signed
form should be accompanied by a recently updated CV as well as certified copies of all
qualification/s and ID document( no copies of certified copies allowed, certification should
not be more than three months old). Failure to submit all the requested documents will
result in the application not being considered. Please indicate the reference number and
position you are applying for on your application form. Correspondence will be limited to
short-listed candidates only. If you have not been contacted within three (3) months after
the closing date please accept that your application was unsuccessful. The successful
candidate/s will be subjected to Pre Vetting (Pre-Screening) Financial records will only be
checked and considered for applicants applying for finance related posts. Upon
appointment applicants will be subjected to vetting with the purpose of determining their
security competency. All shortlisted candidates for SMS posts will be subjected to a
technical exercise that intends to test relevant technical elements of the job.
OTHER POSTS

POST 26/33

:

DEPUTY DIRECTOR: ASSET MANAGEMENT REF NO: 2016/162/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

FOR ATTENTION

:

R 612 822.00 – R 721 878.00 per annum (all-inclusive package). The successful candidate
will be required to sign a performance agreement.
National Office
A three (3) years’ Bachelor’s degree/ National Diploma (NQF level 6) in Purchasing
Management/ Public Administration/ Finance/ Logistics Management (or equivalent
qualification); Minimum of five (5) years working experience in Financial environment
(proven experience in asset management) and of which three (3) years should be at
Junior/middle (ASD) management level; Knowledge of Public Service Policy Frameworks,
in de-depth knowledge of the Public Finance Management Act (PFMA), Treasury
Regulations, Asset Management framework, notes, circulars, policy frameworks and
related prescripts; In-depth knowledge of Supply Chain Management Systems, e.g, LOGIS;
A valid driver’s licence and willingness to travel is required. Skills and Competencies: Ability
to meet deadlines; Ability to work under pressure and preparedness to work overtime, when
required as well as to work independently; Excellent analytical, planning, project and
organizational skills; Good interpersonal relations and must be client oriented; Effective
communication skills (written and verbal); Proven computer literacy in MS Office (MS Word,
MS Excel and MS Outlook).
Assist with the compilation, implementation and reporting on the operational and risk plans
related to Asset Management; Assist with the development and implementation of the Asset
Management strategy in line with the business plan of the Department Supervise the
implementation of the acquisition, maintenance and disposal of assets within the
Departmental plan; Maintain a complete and accurate asset registers for owned and leased
assets; Monitor and facilitate the conducting of physical asset verification to confirm
existence of assets and completeness of the asset register; Conduct monthly reconciliation
of the register, Annual Financial Statement (AFS) and general ledger and make inputs into
the quarterly and yearly Departmental Financial Statements; Provide support service to the
organization and courts; Supervise the asset loss and disposal process as well as prepare
recommendations for the disposal of redundant assets; Attending to Asset Management
Audit queries; Assist with the review, develop and implement the Asset Management
policies and procedure Management of Human Resource i.e job description, performance
agreement, appraisal and development of staff.
Mr O Gaeadingwe  (010) 493 2605
Quoting the relevant reference number, direct your application to: The Director: Human
Resources, Office of the Chief Justice, Private Bag X10, MARSHALLTOWN, 2107.
Applications can also be hand delivered to the Office of the Chief Justice, 188, 14 th Road,
Noordwyk, Midrand, 1685.
HR Directorate
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POST 26/34

:

LAW RESEARCHER 2 POSTS

SALARY

:

CENTRE

:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

NOTE

:

R 311 784.00 – R 376 626.00 per annum. The successful candidate will be required to sign
a performance agreement.
Eastern Cape High Court: Bhisho, Ref No: 2016/163/OCJ
Eastern Cape High Court: Mthatha, Ref No: 2016/164/OCJ
An LLB degree or four year recognize legal qualification; 0-3 year’s relevant experience.
Skills and Competencies: Excellent research and analytical skills; Report writing and editing
skills; Ability to speak and write English; Computer literacy (MS Word); Ability to access
and utilize computer research programmes (Westlaw, Lexis, Nexis, Jutas); Project
management, including planning and organizing ability; Ability to integrate knowledge from
diverse sources; Accuracy and attention to detail; Interpersonal skills; Problems solving
skills; Ability to work under pressure.
Research and retrieve material from the library accessible at the court physically and
electronically; Participate in sub-committee of researches at the court; Attend training
programs and orientation program or seminars of the court; Proof reading and side
checking of all draft judgment; Convey all documents and criticisms to the Judiciary;
Retrieve and analyze pertinent information in order to prepare draft speech and papers for
local and international conferences; Provide updating services to ensure the Judges are
alerted to the impact of recent local and foreign policies on the previous judgment; Conduct
research for the judges of the Division; Write competent research memorandums; Keep
judges abreast with new developments in law; Compile summaries of judgments delivered
in the Eastern Cape; Assist the Law Librarian to retrieve certain information required by the
judges.
Ms N Biko  (043) 726 8580
Quoting the relevant reference number, direct your application to: The Provincial Head,
Private Bag X9065, EAST LONDON, 5200 OR PHYSICAL ADDRESS: Office of the Chief
Justice Service Centre, No. 3 Phillip Frame Road, CHISLEHUSRST, EAST LONDON.
Separate application to be completed for each post.

POST 26/35

:

PRINCIPAL COURT INTERPRETER REF NO: 2016/166/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 262 282.00 – R 308 943.00 per annum. The successful candidate will be required to sign
a performance agreement.
North West High Court: Mafikeng
NQF level 4/Grade 12 and a National Diploma in Legal Interpreting (NQF Level 5); Five (5)
years practical experience in Court Interpreter with minimum of two years supervisory
experience; Proficiently in English and two or more indigenous languages; Candidates will
be required to undergo oral and written languages proficiency testing; A valid driver’s
licence Skills and Competencies: Good communications skills (verbal and written);
Listening skills; Interpersonal skills; Time management; Planning and organizing;
Confidentiality; Analytical thinking; Computer literacy (MS Word and Excel); Ability to work
under pressure; Accuracy and attention to detail.
To render supervisory services in the legal interpreting and language environment; Provide
mentoring and coaching to junior/ senior court interpreters; Manage performance of court
interpreters (PMDS); Leave management for language services at the high court; Render
interpreting in complex and high profile cases, special cases, pre trail conferences,
disciplinary hearings and consultations; Translate legal documents and exhibits; Develop
related language glossary; Attend to personnel administration aspects of court interpreters;
Assist with the reconstruction of courts and records and when it is necessary; Procure
foreign language and Casual Interpreters in line with PFMA;
Ms ME Monkge  (018) 397 7065
Quoting the relevant reference number, direct your application to: The Provincial Head,
Office of the Chief Justice Service Centre, Mafikeng High Court, Private Bag X2010,
MMABATHO, 2735. Applications can also be hand delivered to Office of the Chief Justice,
22 Molopo Road, Ayob Building, MAHIKENG, 2745

POST 26/36

:

SENIOR COURT INTERPRETER REF NO: 2016/167/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

R 211 194.00 – R 248 781.00 00 per annum. The successful candidate will be required to
sign a performance agreement.
North West High Court: Mafikeng
NQF level 4/Grade 12 and a National Diploma in Legal Interpreting (NQF Level 5); Three
(3) years practical experience as Court Interpreter; Proficiently in English and two or more
indigenous languages; Candidates will be required to undergo oral and written languages
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proficiency testing; A valid driver’s licence. Skills and Competencies: Good
communications skills (verbal and written); Listening skills; Interpersonal skills; Time
management; Planning and organizing; Confidentiality; Analytical thinking; Computer
literacy (MS Office); Ability to work under pressure; Problem solving skills.
To render interpreting services; Translate legal documents and exhibits; Develop
Terminology; Assist with the reconstruction of Courts Records; Perform specific Line and
Administrative Support Functions; Control and supervision of Interpreters.
Ms ME Monkge  (018) 397 7065
Quoting the relevant reference number, direct your application to: The Provincial Head,
Office of the Chief Justice Service Centre, Mafikeng High Court, Private Bag X2010,
MMABATHO, 2735. Applications can also be hand delivered to Office of the Chief Justice,
22 Molopo Road, Ayob Building, MAHIKENG, 2745

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

POST 26/37

:

ADMINISTRATIVE OFFICER REF NO: 2016/168/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 211 194.00 – R 248 781.00 00 per annum. The successful candidate will be required to
sign a performance agreement.
Judicial Support: Pretoria
An appropriate National Diploma in Public Management or Human Resource Management
or equivalent qualification on NQF level 6; Three (3) to five (5) years’ experience in
administration; Knowledge of Public Finance Management Act (PFMA); Knowledge of the
Judges Remuneration Act and Regulations; Understanding of the Department’s Accounting
System (Persal and BAS); Understanding of the Departmental Financial Instructions (DFI)
and Departmental policies and procedures; Knowledge of Performance Management; A
valid driver’s licence. Skills and Competencies: Sound Interpersonal relations; Planning
and organizing skills; People management; Problem solving skills; Maintaining discipline;
Computer literacy; Good communication skills (written and verbal); Conflict management
and Supervisory skills.
Supervision of staff members; Approve of transactions on Persal system in respect of
permanent appointments, acting appointments and acting allowance of Judges, etc;
Management of Ministerial documents and response handling thereof; Checking of
statistics for all activities and report accurate statistics to supervisors; Control
administration enquiries to ensure the correct implementation of benefits for Judges;
Oversee remuneration and conditions of service with regard to Judges; Prepare and
checking of memorandum on various matters concerning Judges; Implementation of the
Judges Remuneration Act and Regulations; Compile and co-ordinate monthly/quarterly/
annual reports concerning the Judges; Oversee the work related to the calculation and
payment of pension, gratuities and resignation benefits of Judges.
Ms C Schubart  (012) 315 1262
Quoting the relevant reference number, direct your application to: The Director: Human
Resources, Office of the Chief Justice, Private Bag X10, MARSHALLTOWN, 2107.
Applications can also be hand delivered to the Office of the Chief Justice, 188, 14th Road,
Noordwyk, MIDRAND, 1685.

POST 26/38

:

SUPPLY CHAIN OFFICER: ACQUISITION AND LOGISTICS REF NO: 2016/169/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

R 211 194.00 – R 248 781.00 00 per annum. The successful candidate will be required to
sign a performance agreement.
National Office
A Bachelor’s degree/ 3 year National Diploma in Supply Chain Management or equivalent
qualification on NQF level 6; Two (2) years’ working experience in Supply Chain
Management; Knowledge of Public Finance Management Act (PFMA), PPPFA, BBB-EE
Act, Treasury Regulation etc; In-depth knowledge of procurement systems, e.g. LOGIS; A
valid driver’s licence will be an added advantage. Skills and Competencies: Ability to work
independently and meet deadlines; Ability to work under pressure, work in a team and
prepared to work overtime when required; Excellent analytical, planning and organizational
skills; Good interpersonal relation; Effective communication skills (written and verbal).
Computer literacy; Good communication skills (written and verbal);
Ensure the implementation of supply chain management are policies and prescripts are
received from National Treasury; Assist with administration of contracts; Ensure that
purchase orders are allocated to correct budget votes; Ensure payments of suppliers are
made within 30 days; Monitor the ordering and issuing of store items; Monitoring of
procurement request from end users and ensure timeous turn around; Monitor the sourcing
of quotation; Assist with the monitoring of commitments and accruals; Capturing of awarded
contracts on National Treasury contracts registration application (CRA); Perform other
duties as delegated by the supervisor.
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ENQUIRIES
APPLICATIONS

:
:

Ms L Sithole  (010) 493 2026
Quoting the relevant reference number, direct your application to: The Director: Human
Resources, Office of the Chief Justice, Private Bag X10, MARSHALLTOWN, 2107.
Applications can also be hand delivered to Office of the Chief Justice, 188, 14th Road,
Noordwyk, MIDRAND, 1685.

POST 26/39

:

STATE ACCOUNTANT REF NO: 2016/170/OCJ
Re-Advertisement candidates who previously applied need to re-apply as previous
applications will not be considered

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 211 194.00 – R 248 781.00 00 per annum. The successful candidate will be required to
sign a performance agreement.
Northern Cape High Court: Kimberley
A relevant Bachelor’s degree or National Diploma in Finance/ Accounting/ Financial
Management/ or equivalent; 3 years’ experience in a financial environment (accounting or
Pay and Petty Cash reconciliation); Thorough understanding of the Public Finance
Management Act (PFMA) and the Treasury Regulations; Advance level of computer literacy
skills (Ms Word and Excel); Extensive knowledge of Government budgeting; Accruals,
Payables and creditors cycle; Knowledge of supply chain management procedures;
Analytical thinking, planning, organizational, diversity management, human relations and
communications skills; Knowledge of financial systems, e.g BAS, Persal, LOGIS, etc. A
valid driver’s licence. Skills and Competencies: Ability to manage Accounting and
Administration functions effectively; Computer Literacy; Good communication skills (written
& verbal); Ability to work with stakeholders in a profession and empathetic manner; Good
interpersonal relations; Accuracy and attention to detail; Problem solving skills.
Verification and authorizing of BAS payments; Ensure all processed documents are audit
compliant; Capturing of original budget on BAS; Request and analyse expenditure reports;
Identify erroneous allocations and correct per journal entry; Follow up outstanding creditor
payments; Monitor of private telephone debts; Daily checking of cash on hand; Checking
of receipts with cash in hand; Checking of bank deposit book before money is deposited;
Monthly checking of petty cash replenishment; Monthly reconciliations of receipt and
deposit; Request and monitor office request for petty cash limits increase/decrease;
Monitor and verify office request for petty cash limits increase/decrease; Monitor and verity
office petty cash manual reconciliations; Implementation of PERSAL system in respect of
Finance activities; Reconcile Persal and BAS salary related expenditure; Ensure safekeeping of records; Supervision of staff performing financial duties; Manage payments of
all S&T claims and advances; Ensure adherence to all applicable prescripts, procedures
and regulations; Assist with budget formulation, monitoring and reporting.
Ms S Ruthven  (053) 807 2733
Quoting the relevant reference number, direct your application to: Postal Address: The
Human Resources Management: High Court, The Office of the Chief Justice, Private Bag
X5043, KIMBERLEY, 8300. Application can also be hand delivered to: Ms S Ruthven, High
Court, Sol Plaatje Drive, Room B107, Kimberley.

POST 26/40

:

REGISTRAR REF NO: 2016/165/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

MR3 – MR5 (R 210 837.00 – R 762 630.00) (Salary will be in accordance with OSD
determination). The successful candidate will be required to sign a performance
agreement.
Eastern Cape High Court: Mthatha
LLB Degree or four year equivalent qualification. At least two (2) to eight (8) years
appropriate post qualification legal experience. Skills and Competencies: Case flow
Management; Dispute management; Legal drafting; Legal research; Office management,
planning and organizational skills; Good communications skills (written and verbal); Good
interpersonal relations; Computer Literacy; Ability to interpret Acts and Regulations;
Negotiation, motivation, customer relations, self-management and stress management
skills.
Manage the co-ordination of Case Flow Management support; Processes to the Judiciary
and prosecution at area level; Issue all processes that initiate court proceedings; Coordinate interpreting service Appeals and Reviews; Process unopposed Divorces and
facilitation of Pre-Trial Conference; Check Criminal Record books; Consider Judgement by
default; Appointment of Sheriffs of the Court on “ad hoc” basis; Authenticate signatures of
Legal Practitioners, Notaries and Sworn translators, supervision of subordinates and
evaluation of their performance; Any other official duties requested by the Chief Registrar.
Ms N Biko  (043) 726 8580
Quoting the relevant reference number, direct your application to: The Provincial Head,
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Private Bag X9065, EAST LONDON, 5200 OR PHYSICAL ADDRESS: Office of the Chief
Justice Service Centre, No. 3 Phillip Frame Road, CHISLEHUSRST, EAST LONDON.
POST 26/41

:

REGISTRAR’S CLERK REF NO: 2016/171/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 142 461.00 - R 167 814.00 per annum. The successful candidate will be required to sign
a performance agreement.
North West High Court: Mafikeng
Grade 12 or equivalent; 0-2 years relevant experience. Skills and Competencies:
Communication skills (written and verbal); Good Public Relation Skills; Good courteous
telephone and interpersonal relations; Knowledge of / and experience in MS office, word,
excel, power point and outlook; Hardworking, Ability to work under pressure; Efficient and
resourceful, Ability to work independently.
Attend and oversee to general public queries; attend to telephonic / electronic official
enquiries / correspondence; rending of efficient and effective support service to the Court;
render support services to case flow management; Store and keep court records safely;
Hardworking, Ability to work under pressure; Efficient and resourceful, Ability to work
independently
Ms ME Monkge  (018) 397 7065
Quoting the relevant reference number, direct your application to: The Provincial Head,
Office of the Chief Justice Service Centre, Mafikeng High Court, Private Bag X2010,
MMABATHO, 2735. Applications can also be hand delivered to Office of the Chief Justice,
22 Molopo Road, Ayob Building, MAHIKENG, 2745.

POST 26/42

:

ADMINISTRATION CLERK REF NO: 2016/172/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 142 461.00 - R 167 814.00 per annum. The successful candidate will be required to sign
a performance agreement.
Judicial Support: Pretoria
Grade 12 or equivalent qualification; 0-2 year’s experience in administration; Knowledge of
PERSAL System; Through knowledge of the prescripts regulating Judges benefits. Skills
and Competencies: Computer literacy (MS Office); Good communication skills (written and
verbal); Loyalty; Confidentiality; Knowledge of PERSAL will be an added advantage; Ability
to interpret and execute policy directives / procedures;
Appointment of transaction on Persal system in respect of permanent appointments, acting
appointments and acting allowance of Judges, etc; On receiving of Ministerial documents
and response handling; Draft statistics of all activities and report accurate statistics to
supervisor; Address administration enquiries to ensure the correct implementation of
benefits for Judges; Administer remuneration and conditions of service with regard to
Judges; Prepare memorandum on various matters concerning Judges; Implementation of
the Judges Remuneration Act and Regulations;
Ms C Schubart  (012) 315 1262
Quoting the relevant reference number, direct your application to: The Director: Human
Resources, Office of the Chief Justice, Private Bag X10, MARSHALLTOWN, 2107.
Applications can also be hand delivered to Office of the Chief Justice, 188, 14 th Road,
Noordwyk, MIDRAND, 1685.

POST 26/43

:

SUPPLY CHAIN CLERK: ACQUISITION AND LOGISTICS 4 POSTS REF NO:
2016/173/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

R 142 461.00 - R 167 814.00 per annum. The successful candidate will be required to sign
a performance agreement.
National Office
Grade 12 or equivalent qualification; Working experience in Supply Chain Management will
be an added advantage; Knowledge of Public Finance Management Act (PFMA), PPPFA,
BBB-EE Act, Treasury Regulations etc. In depth knowledge of procurement systems, e.g
LOGIS; A valid driver’s licence will be an added advantage. Skills and Competencies:
Ability to meet deadlines; Ability to work under pressure; preparedness to work overtime,
when required as well as work independently as well as in a team; Good interpersonal
relation; Good communication skills (written and verbal); Computer literacy; Planning and
organizing skills; Analytical skills.
Sourcing of quotation as per National Treasury guidelines; Receive and assess quotation
to ensure that they comply with the minimum requirements; Assist end users with the
compliant specifications; Capture requisition on the Supply Chain System; Prepare quotes
and compile request for quotes. Ensure that all relevant forms are attached; Extend the
validity periods of quotes in advance of expiry dates; Capturing of awarded contracts on
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National Treasury contracts registration (CRA); Capturing of contracts on the contracts
register; Ensure that supplier performance evaluation is conducted; Ensure procedures
comply with SCM policies; Ensure proper filing and safe keeping of documents; Ensure
timeous processing of payments to suppliers; Receiving and issuing of stock items; Perform
other duties as delegated by the supervisor.
Ms L Sithole  (010) 493 2026
Quoting the relevant reference number, direct your application to: The Director: Human
Resources, Office of the Chief Justice, Private Bag X10, MARSHALLTOWN, 2107.
Applications can also be hand delivered to the Office of the Chief Justice, 188, 14 th Road,
Noordwyk, MIDRAND, 1685.

ENQUIRIES
APPLICATIONS

:
:

POST 26/44

:

ADMINISTRATION CLERK (DCRS) REF NO: 2016/174/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 142 461.00 - R 167 814.00 per annum. The successful candidate will be required to sign
a performance agreement.
Eastern Cape High Court: Bhisho
Grade 12 or equivalent qualification; 0-2 years relevant experience. Skills and
Competencies: Computer Literacy; Ability to work under severe pressure; Attention to
detail; Excellent numerical skills.
To test all digital recording systems; To ensure that the proceedings are recorded and are
audible; To assist the Judges, Advocates, and Court Officials by playing back any audio
that is required; Maintain a record of all work recorded to assist in the filing and safekeeping
of recorded cases; Ensuring that all court recordings are uploaded immediately the court
adjourns; Assist daily with administrative functions; To offer assistance to the various
division of the High Court.
Ms N Biko  (043) 726 8580
Quoting the relevant reference number, direct your application to: The Provincial Head,
Private Bag X9065, EAST LONDON, 5200 OR PHYSICAL ADDRESS: Office of the Chief
Justice Service Centre, No. 3 Phillip Frame Road, CHISLEHUSRST, EAST LONDON.

POST 26/45

:

ADMINISTRATION CLERK REF NO: 2016/175/OCJ

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R 142 461.00 - R 167 814.00 per annum. The successful candidate will be required to sign
a performance agreement.
Eastern Cape High Court: Bhisho
Grade 12 or equivalent qualification; O-2 years relevant experience. Skills and
Competencies: Computer Literacy (MS Office); Good communication skills (written and
verbal); Ability to work under pressure and solve problems; Customer service; Knowledge
of document management and filling.
Assist with the management and control of court records; Filling and issuing of civil
processes and criminal matters; Processing of reviews and appeals; Compiling of statistics;
Act as liaison between Judges and Legal Practitioners; Perform any other duties required
for the effective and efficient functioning of the court as required by the Judiciary, Court
Manager and Registrar.
Ms N Biko  (043) 726 8580
Quoting the relevant reference number, direct your application to: The Provincial Head,
Private Bag X9065, EAST LONDON, 5200 OR PHYSICAL ADDRESS: Office of the Chief
Justice Service Centre, No. 3 Phillip Frame Road, CHISLEHUSRST, EAST LONDON.
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ANNEXURE K
DEPARTMENT OF PLANNING, MONITORING AND EVALUATION
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

Applications must be sent to: The Department of Planning, Monitoring and Evaluation,
attention Ms J Mchunu, by mail to Private Bag X944, PRETORIA, 0001 or hand delivered
at 330 Grosvenor Street, Hatfield, Pretoria. WEBSITE: www.dpme.gov.za
15 July 2016 @ 12:00 pm
The relevant reference number must be quoted on all applications. The successful
candidate will have to sign an annual performance agreement 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, and a comprehensive CV specifying all experience indicating
the respective dates (MM/YY) as well as indicating three reference persons with the
following information: name and contact number(s), email address and an indication of the
capacity in which the reference is known to the candidate. Applicants will be required to
meet vetting requirements as prescribed by Minimum Information Security Standards.
Note: Failure to submit the above information will result in the application not being
considered. It is the applicant’s responsibility to have foreign qualifications evaluated by the
South African Qualifications Authority (SAQA). Reference checks will be done during the
selection process. Note that correspondence will only be conducted with the short-listed
candidates. If you have not been contacted within three (3) months of the closing date of
the advertisement, please accept that your application was unsuccessful. Shortlisted
candidates must be available for interviews at a date and time determined by DPME.
Applicants must note that pre-employment checks will be conducted once they are shortlisted and the appointment is also subject to positive outcomes on these checks, which
include security clearance, security vetting, qualification verification and criminal records.
For salary levels 11 to 15, the inclusive remuneration package consists of a basic salary,
the state’s contribution to the Government Employees Pension Fund and a flexible portion
in terms of applicable rules. SMS will be required to undergo a Competency Assessment
as prescribed by DPSA. All candidates shortlisted for SMS positions will be required to
undergo a technical exercise that intends to test the relevant technical elements of the job.
The DPME reserves the right to utilise practical exercises / tests for non-SMS positions
during the recruitment process (candidates who are shortlisted will be informed
accordingly) to determine the suitability of candidates for the post(s). The DPME also
reserves the right to cancel the filling / not to fill a vacancy that was advertised during any
stage of the recruitment process.
OTHER POSTS

POST 26/46

:

ASSISTANT DIRECTOR: ADMINISTRATION REF NO: 035/2016

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R389 145.00 – R458 385.00 pa (level 10) plus benefits
Pretoria
A relevant 3 year tertiary qualification plus 5 years’ experience OR a Senior Certificate and
at least ten years’ relevant experience of which 3 or more years must be in rendering
support to Executive Managers in Government. Excellent working knowledge of the
Microsoft Office suite (excel, powerpoint, outlook). Excellent planning and organizing skills.
Excellent written and verbal communication. Good stakeholder management skills. Ability
to analyse, interpret and present HR and finance data meaningfully to management.
Supervisory experience and Policy Development & Research experience. Ability to
maintain high level of confidentiality. Be able to work under pressure. Knowledge of PFMA,
Treasury regulations, Public Service Act and general government supply chain
environment. A problem-solver and self-motivated.
The successful candidate will be responsible for the effective functioning of the office of the
Chief Director, providing support to the Head in his/her management of the HR, financial
and project management functions. This would involve rendering financial and human
resources support to the CD, responsible for all logistics planning related to travel and
events, organise and document meetings of the senior management team. Manage
incoming and outgoing correspondence. Develop and maintain standard operating systems
and procedures within the Unit. Manage internal and external customer relations. Draft
minutes and correspondence and manage workflow record systems. Monitor and or
oversee unit budget. Support project monitoring and prepare quarterly and annual
performance reports.
In connection with the applications kindly contact Ms Jabulile Mchunu, Tel No (012) 312-
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0462 and in connection with the post, Ms E Moodley at Tel No (012
POST 26/47

:

EVALUATION OFFICER REF NO: 036/2016

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R262 272.00 – R308 943.00 per annum (Salary level 8) plus benefits
Pretoria
A 3-year relevant tertiary qualification and at least 2 years’ experience in research and/or
evaluation. An Honours or Masters Degree will be an added advantage. Should possess
the following skills; having contextual knowledge and understanding, ethical conduct,
interpersonal skills, leadership, evaluative discipline and practice, research practice,
evaluation planning, evaluation management, report writing and communication,
improvement, general management skills, good computer literacy and project management
skills, and must be willing to travel frequently.
The successful candidate will be responsible for supporting evaluations as well as
development of the evaluation system. This would involve supporting the Evaluation
Director in working with national departments on specific evaluation assignments
(undertaking research or analytical activities for evaluations, organising meetings, minuting
meetings, participating in commissioning of evaluation or research assignments, reviewing
evaluation/research documents, monitoring improvement plans); support the Director with
one or more provincial evaluation plans; undertake certain evaluation assignments directly;
undertake development work towards technical elements of the evaluation system;
undertake communication assignments on evaluations; and take on specific responsibilities
within the Evaluation and Research Unit.
In connection with the applications kindly contact Ms J Mchunu, Tel No (012) 312 0462 and
in connection with the post, Ms N Chitepo at Tel No (012) 312 0204
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ANNEXURE L
DEPARTMENT OF PUBLIC ENTERPRISES
APPLICATIONS

:

The Department of Public Enterprises, Private Bag X15, Pretoria, 0028 or hand deliver at
1090 Infotech Building, Arcadia & Hilda Street, Hatfield 0028.
Human Resources
15 July 2016
Applications must be submitted on form Z83 and should be accompanied by certified copies
of qualifications, ID 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 shortlisted 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. Shortlisted
candidates will be subjected to screening and security vetting to determine the suitability of
a person for employment. Failure to submit the requested documents will result in your
application not being considered. No faxed or e-mailed applications will be considered.
OTHER POSTS

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

POST 26/48

:

JUNIOR ECONOMISTS, EIPA REF NO: DPE 2016/029
(2 YEAR CONTRACT)
Directorate: Economic Impact and Policy Alignment

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R262 272 per annum (Level 8)
Pretoria
Applicant must be in possession of Post graduate degree In Economics or Econometrics
qualification. The successful candidate must be a dynamic and confident person,
possessing sound interpersonal, and networking skills, the ability to comprehend and think
strategically and good organizational skills, the ability to work under pressure, and the
willingness to go an extra mile. Excellent business writing and communication skills and a
high level of computer literacy; MS Excel, MS Word and MS Power-Point;
Providing research assistance, proof reading, and fact checking and publishing weekly
economic update report. Provide support to the Economic policy alignment Chief
Directorate in preparation and execution of industry specific research. Undertaking
quantitative and qualitative research to identify sector specific challenges and policy
barriers. Providing support to the Economic policy alignment Chief Directorate in
preparation and execution of economic modelling. Compiling, collating and managing data
from SOC’s and other organizations. Preparing economic-related content that would assist
in policy development.
Ms. Johanna Boya, Tel: (012) 431-1090

POST 26/49

:

SENIOR ADMINISTRATIVE OFFICER, REF NO: DPE/ 2016/030
(12 months Contract)
Directorate: Office of the Deputy Director-General: Corporate Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R262 272 per annum (Level 8)
Pretoria
Applicant must be in possession of three year tertiary qualification in Public Administration
or an equivalent qualification accompanied by at least 2 year experience in the same field.
The successful candidate must a dynamic and confident person, possessing sound
interpersonal, and networking skills, the ability to comprehend and think strategically and
good organasional skills, the ability to work under pressure, and the willingness to go an
extra mile. Excellent business writing and communication skills and a high level of computer
literacy; MS Excel, MS Word and MS Power-Point; are essential for this position and
preferable of experience of BAS and Logis will be advantageous. If you match the above
requirements and skills, then we invite you to apply for the position.
The successful candidate will be responsible for diary management which entails effective
and efficient management the diary of the Acting Deputy Director-General: Corporate
Management and the department respond to meeting requests, booking and/ or canceling
of appointments and informing the manager of changes in the diary. Records Management
entailing recording of all incoming and outgoing document s in the document registry,
creating a database to track documents; follow up on documents (Memos/Reports/
Invoices) that are received by or leave the unit; developing and maintaining an effective
filling system; manage Task list; Effective administration accurate accounts and Budget
administration processes maintained. The co-ordination of information from Corporate
Management by means of monthly reports. Co-ordinate performance management
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ENQUIRIES

:

assessment exercise. Provide secretarial and office support to the Acting Deputy DirectorGeneral: Corporate Management. Take minutes of the meetings when necessary. Manage
and control the filling system in the office and ensure that it is aligned to the Public Service
Document Management System. Ensure effective office management by co-ordination of
the venues and logistical arrangements for meetings, conferences, workshops and training
for the Acting Deputy Director-General: Corporate Management. Arrange advances, travel
and accommodation for the Acting Deputy Director-General: Corporate Management.
Complete subsistence and travel and accommodation for the Acting Deputy DirectorGeneral: Corporate Management. Handle all confidential documents according to the
prescripts. Manage telephonic communication in the office of the Acting Deputy DirectorGeneral: Corporate Management. Network/liaise with secretaries to other SMS members
on various issues, appointments, etc. Liaise with other Government Departments, NGOs
and other stakeholders. Receive visitors for the Acting Deputy Director-General: Corporate
Management and arrange refreshments if need may be.
Ms. Anneline Stroebel, Tel: (012) 431-1028
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ANNEXURE M
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION
It is the intention to promote representivity in the Department through the filling of these positions. The candidature
of applicants from designated groups especially in respect of people with disabilities will receive preference.
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

Applications can be posted to: Department of Public Service and Administration, Private
Bag X916, Pretoria 0001 or delivered to Batho Pele House, 546 Edmond Street, Arcadia,
0083 for the attention of Thabang Ntsiko. E-mail and Faxed applications will not be
considered.
11 July 2016, 16H30
All shortlisted candidates for SMS posts will be subjected to a technical exercise that
intends to test relevant technical elements of the job, the logistics of which will be
communicated by department. Following the interview and the technical exercise, the
selection panel will recommend candidates to attend a generic managerial competency
assessment (in compliance with the DPSA Directive on the implementation of competency
based assessments). The competency assessment will be testing generic managerial
competencies using the mandated DPSA SMS Competency assessments tools.
Applications must be submitted on the Z83 Form 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: Name and Contact Numbers, A
relationship with reference, Reference checks will be done on nominated
candidate(s).Note: Failure to submit these copies will result in the application not being
considered. Please do not send any original certificates, diplomas or testimonials.
Applicants must note that further checks will be conducted once they are short-listed and
that their appointment is subject to the outcome of these checks include security clearance,
security vetting, qualification verification and criminal checking. Note that correspondence
will only be conducted with the short-listed candidates. If you have not been contacted by
the DPSA within THREE (3) months of the closing date of the advertisement, please accept
that your application was unsuccessful. We thank all applicants for their interest.
MANAGEMENT ECHELON

POST 26/50

:

DIRECTOR: REMUNERATION

SALARY

:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES

:

All inclusive package of R864 177 per annum at level 13. An annual pay progression up to
a maximum salary of R1, 017 972 is possible, subject to satisfactory year on year
performance. The all-inclusive remunerative package consists of a basic salary, the State’s
contribution to the Government Employees Pension Fund and a flexible portion that may
be structured according to your needs within the SMS framework.
An appropriate B. Degree or equivalent qualification at NQF level 7 in Finance/ Economics/
Statistics or Human Resource Management. A post-graduate qualification in any of the
aforementioned will be an added advantage. At least Five (5) years’ appropriate experience
at a Middle/Senior Management level is a prerequisite. Sound knowledge of the public
service legislative framework in relation to remuneration, in particular the salary structure
of the public service, pay progression, remunerative allowances and Occupation Specific
Dispensations. Extensive experience in remuneration and human resource management.
Highly developed stakeholder management, written and verbal communication, analytical,
research, conflict management, problem-solving and policy development skills. Ability to
interpret and communicate complex strategic matters. Ability to analyse and manage large
quantities of qualitative and quantitative data. Strong leadership qualities and ability to work
in a collaborative environment with key stakeholder departments, including National
Treasury, as well as, social partners. Computer literacy, with specific emphasis on Excel
financial modelling tools, financial and people management. A valid driver’s licence.
Research, develop, monitor and review remuneration policies for the public service.
Provide specialised advice and support to all role players on applicable legislation, policies,
procedures, directives and determinations pertaining to remuneration. Conduct costing on
remunerative matters, model, monitor and report on the wage bill of the public service.
Participate in various task teams and relevant committees dealing with remuneration and
conditions of service. Provide technical support in all centralised negotiation processes
within the Public Service Coordinating Bargaining Council and the General Public Service
Sector Bargaining Council. Work collaboratively with National Treasury and Provincial
Treasuries on remuneration matters. Manage the human and financial resources in the
directorate.
Ms Nombulelo Nikiwe, Tel (012) 336 1039
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ANNEXURE N
DEPARTMENT OF PUBLIC WORKS
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.
APPLICATIONS

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand
delivered at, Corner Madiba (Vermeulen) and Bosman Street, Central Government Offices
Building, Pretoria,
Ms N.P Mudau
15 July 2016
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. People with disabilities are encouraged to apply.
Applications must be submitted on a signed Form Z83, obtainable from any Public Service
department and must be accompanied by a comprehensive CV, recently certified copies of
qualifications and an Identification Document. Applications not complying with the above
will be disqualified. Should you not have heard from us within the next months, please
regard your application as unsuccessful. Note: It is the responsibility of all applicants to
ensure that foreign and other qualifications are evaluated by SAQA. Recognition of prior
learning will only be considered on submission of proof by candidates. Kindly note that
appointment will be subject to verification of qualifications and a security clearance. Faxed,
e-mailed or late applications will NOT be accepted. People with disabilities are encouraged
to apply
MANAGEMENT ECHELON

POST 26/51

:

DIRECTOR: STAKEHOLDER RELATIONS REF NO: 2016/122

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
NOTE

:
:

All-inclusive salary package of R864 177 per annum
Head Office
A three year tertiary qualification in Political Science, Public Administration or equivalent.
Five year of experience at a middle or senior management level with extensive relevant
experience in Stakeholder Management and Coordination. Knowledge of South African
cooperative governance systems and related Protocols and coordination mechanisms will
be an added advantage. Ability to implement the departmental IGR policies and strategies
to support the public works sector and other relevant stakeholders. Skills: Proven financial
management, interpersonal and written communication skills, Programme and project
management, interpersonal and diplomacy skills. Understanding of PFMA and relevant
government regulations and policies. Computer literacy especially working with
spreadsheets and report writing. Knowledge: Governmental programmes and initiatives,
strategic management, functioning of national, provincial and local government and built
environment industry.
The successful candidate will support the Chief Directorate: Intergovernmental Relations
to achieve its set objectives and manage officials in the Directorate to execute their
business activities. Ensure stakeholder management for harmonious relationships with
organs of state across spheres of government relevant to Public Works Mandate; Facilitate
cooperation agreements for the Department of Public Works and identified public bodies
across spheres of government on areas of common service delivery; Render focused line
function Programme Support to the department including Intervention Programmes on
matters requiring participation and concurrence by the Public Works Sector, facilitate the
departmental participation in dialogue with social partners on socio-economic issues
through NEDLAC platforms, attend Manco, Exco meetings, Guide Nedlac by providing
inputs comments of strategic matters, Submit monthly progress reports to DoL on
Development Chamber activities, ensure timeous tabling of Annual Reports and Strategic
documents of Department/Entities in Parliament within prescripts of the PFMA and
Treasury regulations.
Mr AN Mthombeni (012) 4061100
All short-listed candidates will be subjected to a compulsory competency based
assessment as part of the interview process. It will be expected of the successful candidate
to undergo a competency assessment and sign a performance agreement and be
subjected to security clearance.
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POST 26/52

:

DIRECTOR: EPWP ENTERPRISE DEVELOPMENT REF NO: 2016/123

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
NOTE

:
:

All-inclusive salary package of R864 177 per annum
Head Office
An appropriate Bachelor’s degree or three year tertiary qualification in Economics,
Business, Development Studies or Public Administration. A relevant post-graduate degree
would serve as an advantage. Five year of experience at a middle or senior management
level with extensive relevant experience in EPWP Enterprise Development. A proven track
record and experience in the practical design and implementation of SMME development
strategies. Knowledge: Expanded Public Works Programme, Governments Job Creation
Policies and Programmes, Programme and Project Management, Government’s priorities,
Enterprise Development legal and policy frameworks, Exit Strategies, Apprenticeship
Training, the PFMA, Monitoring and Evaluation. The ability to conduct economic analysis
would be beneficial. Skills: Financial management, programme and project management,
strategic management, effective communication, report writing, policy formation, problem
solving and the ability to liaise with stakeholder departments. A valid code B driver’s licence.
Facilitate the development of the SMMEs including cooperatives and exit strategies and
implementation models for various EPWP sub-programmes. Liaise with relevant
stakeholders to ensure collaboration and support for the EPWP enterprise programmes.
Assist the Department of Public Works, Provinces and Sector departments with contractor
development initiatives. Facilitate funding for the Vuk’uphile programme and all other
enterprise development programmes. Manage the Vuk’uphile Buildings Programme.
Facilitate training of enterprises. Promote Co-operatives in the various sectors. Manage the
enterprise development funding received. Monitor the performance of the Enterprise
Development unit to compile and submit reports to the Executing Authority, management
of Department as well as to public bodies. Ensure that the enterprise development
deliverables are met. Monitor and evaluate the impact of support provided to enterprises
under the EPWP. Manage resources within the directorate. Develop best practice on EPWP
enterprises. Ensure that Enterprise Development programmes are well communicated.
Ensure that EPWP beneficiaries from the Vuk’uphile Contractor Development Programme
and the National Youth Service Programme receive exit support. Obtain resources to
support Exit Strategies. Ensure that Exit Strategy initiatives are communicated well. Assist
Public Bodies to develop exit plans. Monitor exit strategy support.
Ms CJ. Abrahams, Tel 012 492 3080
All short-listed candidates will be subjected to a compulsory competency based
assessment as part of the interview process. It will be expected of the successful candidate
to undergo a competency assessment and sign a performance agreement and be
subjected to security clearance.
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ANNEXURE O
DEPARTMENT OF WOMEN
The purpose of the Department of Women is to lead, coordinate and oversee the transformation agenda on women’s
socio-economic empowerment, rights and equality through mainstreaming, monitoring and evaluation.
APPLICATIONS

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

The Director-General, Department of Women, Private Bag X931, Pretoria, 0001 or hand
delivered at 36 Hamilton Street, Arcadia, Pretoria.
Ms F Museisi
15 July 2016
Applications must be submitted on form Z83, obtainable from any public service department
or on the internet at www.gov.za/documents and must be accompanied by a
comprehensive CV as well as certified copies of all qualification(s) and ID-document. NonRSA citizens/ permanent resident permit holders must attach a copy of their Permanent
Residence Permit. 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 all the requested documents will result in the application not
being considered. Should you not hear from the Department within three (3) months of the
closing date of this advertisement, please consider your application to be unsuccessful.
The Department reserves the right not to make appointment(s) to the post(s). Short-listed
candidates shall be required to avail themselves for interviews and competency
assessments (if required) at a date and time as determined by the Department. Designated
employees shall be required to disclose their financial interests. Senior managers shall be
required to enter into a performance agreement within three (3) months of assuming their
duties in the Department. Note: if the applicant fails to sign the Z-83 form that will constitute
an automatic disqualification. The Department of Women is an equal opportunity employer.
In the filling of these posts, the objectives of section 195 of the Constitution of the Republic
of South Africa and the Employment Equity Act, 1998 (Act No. 55 of 1998) will be taken
into consideration. Women and persons with disabilities are encouraged to apply.
Appointment(s) will only be made on the first notch of the advertised salary level.
OTHER POST

POST 26/53

:

PRINCIPAL PERSONNEL OFFICER: HUMAN RESOURCE ADMINISTRATION REF NO:
DOW/4/2016
Directorate: Human Resource Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R211 194 per annum, salary level 07
Pretoria
Matric plus 3 to 5 years’ experience in the Human Resource environment. A three-year
Diploma in Human Resource Management and other HR related courses will serve as an
added advantage. Knowledge of HR policy applications in terms of relevant legislative
framework (i.e. Public Service Act, Public Service Regulations and relevant labour
legislations) Relevant PERSAL training and experience essential. Good communication
and organizational skills. Proven computer literacy including MS Word and Excel.
Supervisory skills.
The successful candidate will be responsible for providing an effective and efficient Human
Resource Administration service. This will involve interpretation and application of HR
policies and procedures. Administer effective recruitment, selection and appointment of
employees which includes advertisement of posts, response handling, serve as secretariat
during short listing and interview processes, reference checks, security screening and
competency assessments. Compile and check submissions related to HR Administration,
offer and regret letters. Compile monthly reports in terms of recruitments and selection.
Administer HR utilization in terms of new appointments, promotions and transfers.
Administer condition of service and benefits. Administer allowances and deductions.
Approval of PERSAL transactions. Supervise staff. Deal with HR related queries on a daily
basis. Respond to audit queries
Mr Joseph Mahlangu, tel. (012) 3590238
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ANNEXURE P
PROVINCIAL ADMINISTRATION: EASTERN CAPE
DEPARTMENT OF SAFETY AND LIAISON
It is the Department’s intention to promote equity through the filling of posts, according to set Employment Equity
targets. To facilitate this process successfully, an indication of race, gender and disability status is required.
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

For Provincial Department Safety and Liaison. Please forward your application, quoting the
relevant reference number, to Private Bag X0057, Bhisho, 5605 or hand deliver at The
Department of Safety & Liaison, Global Life Building, Corner Phalo Avenue & Circular
Drive, Bhisho:
08 July 2016
Applications must be submitted on a Z83 Form, obtainable from any Public Service
department or on the internet at http://www.info.gov.za/documents/forms/employ.pdf which
must be signed (an unsigned Z83 form will disqualify an application) and should be
accompanied by a recently updated, comprehensive CV as well as certified copies of all
qualification(s) [Matric certificate must also be attached] and ID-document and Driver’s
license [where applicable]. Non-RSA Citizens/Permanent Resident Permit Holders must
attach a copy of his/her Permanent Residence Permit to his/her application. 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 all the requested
documents will result in the application not being considered. Correspondence will be
limited to short-listed candidates only. If you have not been contacted within three (3)
months after the closing date of this advertisement, please accept that your application was
unsuccessful. Suitable candidates will be subjected to a personnel suitability check
(criminal record check, citizenship verification, financial/asset record check,
qualification/study verification and previous employment verification). Successful
candidates will also be subjected to security clearance processes. Where applicable,
candidates will be subjected to a skills/knowledge test. Successful candidates will be
appointed on a probation period of twelve (12) months. The Department reserves the right
not to make appointment(s) to the advertised post(s). Persons with disability are
encouraged to apply.
OTHER POSTS

POST 26/54

:

CHIEF PERSONNEL OFFICER REF NO: ESL/2016/06/01

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R262 272 per annum
Head Office- Bhisho
An appropriate three (3) year Degree / National Diploma in Human Resources Management
or relevant NQF 6 or equivalent qualification in Human Resources Management or related
field. Three (3) year’s working experience at salary level (6 or 7) in HRM environment with
specific reference to staff provisioning services (Recruitment and Selection) in the Public
Sector. Persal certificates are required (Introduction to Persal, Personnel Administration,
Persal Establishment etc.). Knowledge of and experience in application of relevant Human
Resources Legislation/Regulatory framework that governs recruitment and selection in the
Public Sector, RSA Constitution, Public Services Act, Public Service Regulations, Labour
Relations Act, Employment Equity Act, Basic Conditions of Employment Act, PSCBC
Resolutions and other relevant prescripts. Good interpersonal and communication (written
and verbal) skills with emphasis on report writing. Basic project / task management skills.
Good planning and organizational skills. Advanced skills in Microsoft Office Package.
Supervisory skills would be an advantage. Valid code B drivers’ license is essential.
Monitor and supervise the process of recruitment and selection within the department.
Administer and coordinate the development of the annual recruitment to satisfy the
departmental needs according to priorities. Liaise with internal stakeholders to ensure
availability of funds before advertising the post/s. Administer, coordinate posts to be
advertised and Personnel Suitability Checks (PSC) to potential employees and verification
of qualification with SAQA. Administer and coordinate departmental interviews. Administer
appointments, translations in rank, transfers, relocations, probations and MMS/SMS
packages on Persal system. Administer departmental HR information on Persal system.
Conduct research to improve recruitment and selection processes. Provide regular written
report and make presentations to management. Update vacancy database and submit
statistical information on the operations of the recruitment and selection unit. Supervise
staff.
Mnikelo Mbangi tel. (040) 609 6424
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POST 26/55

:

ADMIN OFFICER: REF NO: ESL/2016/06/02

SALARY
CENTRE
REQUIREMENTS

:
:
:

R211 194 per annum (all-inclusive salary package)
Head Office-Bhisho
A three (3) year qualification or NQF equivalent qualification with at least two (2) years’
experience in the related field and / senior certificate (grade 12) with 5 – 7 years’ experience
in the related field. Problem solving skills. Ability to work independently. Knowledge of the
criminal justice system. Understanding of the policy environment regarding Crime
Prevention, Civilian Oversight and Monitoring and Complaints. Good writing and verbal
communication. Assist in social crime prevention programmes. Assist in coordinating the
range of provincial functions with departmental stakeholders to achieve effective crime
prevention. Assist in the formulation of departmental policies. Establish and maintain
complaints database. Assist in promoting the good relation between SAPS and the
Communities. Provide general administrative duties within the Component.

POST 26/56

:

PROVISIONING ADMIN CLERK REF NO: ESL/2016/06/03

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R142 461 per annum (all-inclusive remuneration package)
Head Office-Bhisho
A Senior Certificate with at least one year experience in an asset management
environment. Knowledge of PFMA, Treasury Regulations, and other asset management
regulatory framework in the Public Service. Knowledge and ability to use financial systems.
Problem solving and communication skills. Computer Literacy.
Barcoding of Assets. Update and maintain the asset register. Conduct stock takes and
physical verification of assets. Perform monthly reconciliation of the asset register against
the financial management system. Maintain a database of redundant or obsolete assets.
Dispose of redundant or obsolete assets. Provide monthly reports on assets management.
(ICCAT, CCSBT and IOTC).
Mnikelo Mbangi tel. (040) 609 6424

OFFICE OF THE PREMIER
It is the Department’s intention to promote equity through the filling of posts, according to set Employment Equity
targets. To facilitate this process successfully, an indication of race, gender and disability status is required.
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

For The Eastern Cape Office of The Premier, Please forward your application, quoting the
relevant reference number, to The Recruitment Centre, Private Bag X0047, Bhisho, 5605
or hand deliver to The Office of The Premier, Independence Avenue, Bhisho, 1 st Floor,
Room 1038.
08 July 2016
Applications must be submitted on a Z83 Form, obtainable from any Public Service
department or on the internet at http://www.info.gov.za/documents/forms/employ.pdf which
must be signed (an unsigned Z83 form will disqualify an application) and should be
accompanied by a recently updated, comprehensive CV as well as certified copies of all
qualification(s) [Matric certificate must also be attached] and ID-document and Driver’s
license [where applicable]. Non-RSA Citizens/Permanent Resident Permit Holders must
attach a copy of his/her Permanent Residence Permit to his/her application. 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 all the requested
documents will result in the application not being considered. Correspondence will be
limited to short-listed candidates only. If you have not been contacted within three (3)
months after the closing date of this advertisement, please accept that your application was
unsuccessful. Suitable candidates will be subjected to a personnel suitability check
(criminal record check, citizenship verification, financial/asset record check,
qualification/study verification and previous employment verification). Successful
candidates will also be subjected to security clearance processes. Where applicable,
candidates will be subjected to a skills/knowledge test. Successful candidates will be
appointed on a probation period of twelve (12) months. The Department reserves the right
not to make appointment(s) to the advertised post(s). Persons with disability are
encouraged to apply.
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MANAGEMENT ECHELON
POST 26/57

:

GENERALIST DEVELOPMENTAL TECHNICAL REGIONAL TOWN PLANNER REF NO:
2016/06/01
(1 year performance based contract)

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R1 042 500- R1 246 449 per annum (all-inclusive remuneration package)
Bhisho
4-year B degree (NQF Level 7) in Urban/Town and Regional Planning or relevant
qualification(s). More than 10 years’ experience working in the relevant area after
registration with SACPLAN as a professional. Registration with Council for Town and
Regional Planners. SKILLS & KNOWLEDGE: Analytical thinking, Research, Professional
Judgement, Planning and Technical consulting, Programme and Project Management,
Strategic Management and Performance Monitoring, Change, Diversity Management and
Leadership, Creativity and Innovation, Policy, systems and methods for town and regional
planning, Communication, Computer literate proficient in MS Office. Strong negotiation and
advanced interpersonal skills. Excellent verbal and written communication, report writing
and presentation skills.
Provision of strategic management support regarding Town and Regional Planning. Lead
and manage the application of town and regional planning principles in land development
and manage site clearance standards as agreed with project managers. Ensure adherence
to legal issues and requirements involving community development and changes in
expansion and renewal on housing infrastructure, industrialised community facilities,
agricultural spaces, land use patterns and management. Formulate and interpret planning
legislation, guidelines, policies and regulations. Schedule available resources to meet
planning targets; Write reports and make recommendations for decision making e. g EXCO,
Provincial meetings and Clusters. Coordination and provision of strategic support with
respect to public engagement on land/ development issues. Coordinate public meetings
with community leaders, interest groups, lawyers and general public regarding land
development issues. Present development plan at planning boards, appeals and public
inquiries. Represent the provincial administration in high level committees. Ensure the
availability and management of funds to meet the MTEF objectives within the architectural
environment / services. Manage the operational capital projects portfolio for the operation
to ensure effective resourcing according to provincial priorities. Manage the effective and
efficient utilisation of resources allocated to the Chief Directorate. Allocate, monitor and
control resources. Compile risk logs and manage significant risk according to sound risk
management practices and organizational requirements. Provide technical consulting
services for the operation on regional development related matters to minimize possible
risks. Provision of management technical support services with regards to urban, rural
development plan. Provide technical assistance to professional teams in all aspects
regarding town and regional planning. Compilation of spatial development framework as
part of IDP processes and be conversant with SPLUMA. Compile guidelines and evaluate
land use management (LUM). Research and design planning policies to guide
development; Research and analyze data to help inform strategic developments, such as
increases in affordable housing provision. Planning and design of sustainable human
settlement. Monitor the implementation of development in compliance with applicable
legislation and town and regional planning standard guidelines.
Mnikelo Mbangi tel. (040) 609 6424
OTHER POSTS

POST 26/58

:

DEPUTY DIRECTOR: YOUTH DEVELOPMENT, RESEARCH AND STAKEHOLDER COORDINATION REF NO: OTP/2016/06/02 (Level 11).
(1 year performance based contract)

SALARY
CENTRE
REQUIREMENTS

:
:
:

R612 822-R721 878 per annum
Bhisho
B-degree, or equivalent NQF 7 qualification, preferably in Social Sciences or Development
Studies. A post-graduate qualification in Research or Development Studies will be an
added advantage. Computer Literacy. Minimum of five years of experience at Junior
Management level in the Public Service or equivalent environment. Proven experience in
working with various youth stakeholders and delivering results. Minimum three years’
experience working with various youth stakeholders either in government or nongovernmental organisation. Proven leadership in a youth environment: governmental or
non-governmental. Knowledge of legislation such as Public Service Act and Regulations,
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Public Finance Management Act, Constitution of the Republic of South Africa, National
Youth Policy, National Youth Service Development Framework, Broad Based Economic
Empowerment Act, Industrial Policy Action Plan, Youth employment Accord, Youth Skills
Accord. The person must have excellent verbal and communication skills, strong leadership
qualities as well as skills in computer, analysis, project management, business process
mapping, team building, planning and organising.
To facilitate research based youth development, including mainstreaming of youth; and coordinate youth stakeholders in the Province. Facilitate and co-ordinate research projects
that will inform Youth development and empowerment programmes in the Province.
Coordination and implementing of Youth transformation programmes and sector priority
projects. Co-ordinate the youth development and empowerment programmes, including
youth mainstreaming programmes. Facilitate socio-economic inclusion, capacitation and
empowerment of youth in the Province. Co-ordinate and oversee the work of the
departments and other agencies. Facilitates monitoring and evaluation of the
implementation of youth development and empowerment programmes within Provincial
Departments. Develop monitoring and evaluation systems. Facilitates mainstreaming of
youth development in provincial departments and at local government level. Co-ordination
of youth stakeholders within the provincial and local spheres of government, whilst ensuring
strategic links at national level. Facilitates collaboration and partnerships with youth
formations and development agencies. In collaboration with relevant stakeholders and role
players, manages the planning of Provincial youth related commemoration events. Coordinates provincial interdepartmental youth forum to ensure transformation in terms of
youth in public service. Co-ordinates the forum of non-governmental youth stakeholders to
strengthen partnerships and relationships, with Youth Formations, Development Agencies
and other Civil Society Structures. Co-ordinates Youth Development Stakeholders in the
Province to promote strategic partnerships for youth economic, skills and leadership
development.
Mnikelo Mbangi tel. (040) 609 6424

DUTIES

:

ENQUIRIES

:

POST 26/59

:

ASSISTANT
MANAGER:
DEVELOPMENTAL
AGRICULTURE: REF. NO. OTP/2016/06/03
(1 year performance based contract)

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R389 145 per annum Level 10
Bhisho
A three (3) year B degree at NQF Level 7 in social science, economics or development
studies. 3 years’ experience working in the relevant area. Very deep knowledge of wide
range of activities such as computer aided applications for developers like, GIS applications
&MS Project. Skills: Analytical thinking, Research and development, Professional
Judgement, Technical consulting, Programme and Project Management, Strategic
management and performance monitoring, Change and diversity management,
Leadership, Development planning competencies in different sectors. The person must
have excellent verbal and communication skills, strong leadership qualities as well as skills
in computer, analysis, project management, business process mapping, team building,
planning, organising. Knowledge of Public Service Legislation such as Public Service Act
105 of 1994, Promotion of Administrative Justice Act, SA Constitution Act 108 of 1996,
Spatial Planning and Land Use Management Act - Act 16 of 2013.
Develop and review policies and plans in the following sectors – Health, Education and
Agriculture which will bring about sustainable changes in compilation of strategies and
effective implementation thereof. Coordination of planning management support services
to the chief directorate priority projects. Provide technical assistance to
Departments/Sectors on all aspects regarding health, education, agriculture and local
government planning and development projects. Provide support in the compilation and
adoption of technical and planning standards norms and guidelines. Support the planning
and design of sustainable human settlement at local government level. Coordinate
partnership with key service department with respect to the developmental agenda of
provincial government priorities (POA). Provide technical assistant support in the policy
analysis, planning and implementation of strategic plans and programmes utilising
evidence based information. Provision of technical support on research and development
projects. Assist the chief planners in conducting research by using updated new
technologies and procedures. Coordinate research information to strengthen and guide
planning on programme implementation that support sustainable development. Liaise with
clusters and departments for better coordination. Facilitate the compilation of innovation
proposals to ensure validity and adherence to provincial policy framework and legislative
mandate in order to promote integrated service delivery. Coordinate project
implementation. Coordinate the implementation of development compliance with applicable
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–EDUCATION,

HEALTH

&

legislation, policy analysis, planning and research. Coordinate sector reviews on the
functioning of clusters and submission of appropriate actions. Translate key national,
provincial and Agricultural priorities into practical delivery of projects. Work with evidence
approach within ethical framework to provide high quality and cost effective service.
Facilitate access to Agricultural knowledge, practice and policy advice supporting public
health research as required. Coordinate Health development projects for ECPA. Translate
key national, provincial and local health priorities into practical delivery of projects. Work
with evidence approach within ethical framework to provide high quality and cost effective
service. Facilitate access to public health knowledge, practice and policy advice supporting
public health research as required. Coordinate Education development projects for ECPA.
Translate key national, provincial and DoE priorities into practical delivery of projects. Work
with evidence approach within ethical framework to provide high quality and cost effective
service. Facilitate access to DoE knowledge, practice and policy advice supporting
Education development research as required
Mnikelo Mbangi tel. (040) 609 6424

ENQUIRIES

:

POST 26/60

:

ASSISTANT MANAGER: DEVELOPMENTAL PLANNER: LOCAL GOVERNMENT REF
NO: OTP/2016/06/04
(1 year performance based contract)

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R389 145 per annum; Level 10
Bhisho
A three (3) year B degree at NQF Level 7 in social science, economics or development
studies. 3 years’ experience working in the relevant area. Very deep knowledge of wide
range of activities such as computer aided applications for developers like, GIS applications
&MS Project. Skills: Analytical thinking, Research and development, Professional
Judgement, Technical consulting, Programme and Project Management, Strategic
management and performance monitoring, Change and diversity management,
Leadership, Development planning competencies in different sectors. The person must
have excellent verbal and communication skills, strong leadership qualities as well as skills
in computer, analysis, project management, business process mapping, team building,
planning, organising. Knowledge of Public Service Legislation such as Public Service Act
105 of 1994, Promotion of Administrative Justice Act, SA Constitution Act 108 of 1996,
Spatial Planning and Land Use Management Act - Act 16 of 2013. KNOWLEDGE: Public
Service Act and Regulations, Public Finance Management Act, Constitution of the Republic
of South Africa, National Youth Policy, National Youth Service Development Framework,
Broad Based Economic Empowerment Act, Industrial Policy Action Plan, Youth
employment Accord, Youth Skills Accord. In-depth knowledge and capacity on research
and development. National and Provincial Strategic Priorities sand Development Agenda,
with particular focus on youth economic and empowerment development. Broad knowledge
of economics, coupled with practical experience in working in related environment.
Relevant policies, framework and legislation related to youth development. Skills:
Research, Analytical / Critical thinking, Complex Problem Solving, Coordination and
organizing, Negotiation and communication skills.
Develop and review policies and plans in the Local Government sector which will bring
about sustainable changes in compilation of strategies and effective implementation
thereof. Coordination of planning management support services to the chief directorate
priority projects. Provide technical assistance to Departments/Sectors on all aspects
regarding local government planning and development projects. Provide support in the
compilation and adoption of technical and planning standards norms and guidelines.
Support the planning and design of sustainable human settlement at local government
level. Coordinate partnership with key service department with respect to the
developmental agenda of provincial government priorities (POA). Provide technical
assistant support in the policy analysis, planning and implementation of strategic plans and
programmes utilising evidence based information. Provision of technical support on
research and development projects. Assist the chief planners in conducting research by
using updated new technologies and procedures. Coordinate research information to
strengthen and guide planning on programme implementation that support sustainable
development. Liaise with clusters and departments for better coordination. Facilitate the
compilation of innovation proposals to ensure validity and adherence to provincial policy
framework and legislative mandate in order to promote integrated service delivery.
Coordinate project implementation. Coordinate the implementation of development
compliance with applicable legislation, policy analysis, planning and research. Coordinate
sector reviews on the functioning of clusters and submission of appropriate actions.
Translate key national, provincial and local government priorities into practical delivery of
projects. Work with evidence approach within ethical framework to provide high quality and
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cost effective service. Coordinate Local Government development projects for ECPA.
Mnikelo Mbangi tel. (040) 609 6424

ENQUIRIES

:

POST 26/61

:

ASSISTANT DIRECTOR: YOUTH ECONOMIC DEVELOPMENT COORDINATION REF
NO: OTP/2016/06/06
(1 year performance based contract)

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784 per annum Level 09
Bhisho
B-degree, or equivalent NQF 7 qualification, in Economics or related field. A relevant postgraduate qualification will be an added advantage. Computer Literacy. Minimum of three
years of experience in a research environment, particularly in an economic development /
economics sector. Minimum of three years practical and proven experience in working with
youth: either in a governmental or non-governmental context.
To co-ordinate economic development and empowerment of youth within the Province
through in collaboration with strategic partners and stakeholders. Coordinate medium and
long term youth development interventions, including consolidating the work of the
departments on Provincial youth enterprise development programmes and projects.
Facilitate identification and implementation of programmes to promote youth economic
empowerment and development. Facilitate partnerships with relevant sectors, entities and
government departments for identification and implementation of strategic intervention that
will promote economic empowerment and development of Youth in the Province. Coordinate the mainstreaming of youth in the economic sector and in economic activities
within the Provincial Administration. Facilitate development of Provincial Youth Enterprise
Development strategy or intervention plan; Facilitates implementation of programmes
aimed at promoting job access opportunities for the youth. Co-ordinate the creation of job
opportunities and development of strategies aimed at curbing youth involvement in social
ills. Facilitate development of programmes promoting economic opportunities for youth in
business. Facilitate development and implementation of job accessing programmes for the
youth. Establish and manage economic development programmes for the youth in
partnership with relevant stakeholders. Monitor the implementation of socio-economic
empowerment and development programmes within the Provincial Administration.
Research and develop provincial baseline data on youth economic development and
empowerment. Provide support on the development and implementation of Provincial youth
economic development monitoring and evaluation systems. Co-ordinate Provincial
departments on youth economic development and empowerment. Co-ordinate and support
the Economic Cluster departments on youth socio-economic development and
empowerment programmes. Provide support to Provincial Youth Development/ Coordinating forums on youth socio-economic development. Liaise and collaborate with
various stakeholders on youth socio-economic development and empowerment.
Mnikelo Mbangi tel. (040) 609 6424
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ANNEXURE Q
PROVINCIAL ADMINISTRATION: GAUTENG
GAUTENG DEPARTMENT OF E-GOVERNMENT
It is the department’s intention to promote equity through filling of all numeric targets as contain in Employment
Equity Plan to facilitate this process successfully, an indication of race, gender and disability status is required
APPLICATIONS

:

CLOSING DATE

:

Applications should be delivered to: Gauteng Department of e-Government, Imbumba
House, 75 Fox Street, Marshalltown or Applicants can apply online at:
www.gautengonline.gov.za
11 July 2016
OTHER POSTS

POST 26/62

:

ASSISTANT DIRECTOR: FINANCIAL ACCOUNTING-ACCOUNTS PAYABLE REF NO:
001338
Directorate: Office of the CFO

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784 per annum (plus benefits)
Johannesburg
National Diploma in Accounting/Finance or B.Com/B.Com Accounting. Computer literacy,
in particular spread sheet applications. Good verbal and written communication and
interactive skills. 3-5 years relevant experience in finance.
Ensure that GRV’s are captured timeously, correctly and accurately. Ensure that all
payments to be processed have a valid PO and are paid to the correct account within 30
days and by the 7th of every month for those that are paid in advance. Check correctness
and accuracy of the disbursement vs payment proposal and bank statement ensuring that
all payments due are paid and there’s no overpayment/underpayment. Reviewing and
ensuring that supplier recons are signed off by the 8th of every month. Execute follow up’s
on outstanding invoices, credit notes, etc. with AP and relevant officials. Prepare
documents to treasury for manual cheques. Ensure that funds are requested by 13h00 and
the requisition is accurate. Consolidation and submission of AP reports and reconciliation
of age analysis, payment management, invoice tracking and accruals. Manage
Performance Management and quarterly reports of people reporting to this position. Ensure
that all AG queries; payment related queries from clients are dealt with in accordance with
the agreed time
Mr. Oscar Baloyi, (011) 689 4648

POST 26/63

:

SENIOR ADMIN OFFICER: RELEASE TECHNICIAN 2 POSTS REF NO: 001340
Directorate: Information Communication Technology

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R 262 272 per annum (Plus benefits)
Johannesburg
3 year Diploma or Degree in IT and ITIL foundation plus minimum of two years’ experience
in IT. Working knowledge in Release Management Process. Controlled software and
hardware distribution. Management of the Definitive Hardware Store (DHS) and
Administrative and control of the Definitive Software Library (DLS).
Configuration of all test equipment – servers, printers, and computers documentation
control of installation procedures. Assisting with testing new releases according to
specifications. Building of the standard desktop image Receipt/storage of all new computer
equipment procured within the GDF. Ensuring all new equipment is asset tagged. User
notification of receipt of equipment. Configuration of new desktops, laptop, and thin clients
according to standard build as defines by the GDF. Release/testing /storage of all
decommissioned equipment. Quality control of all documentation records for equipment
entering and leaving the store audits within the store to determine accuracy of the
information recording with regards to the contents of the storeroom. Administration and
storage of controlled software in both centralised and distributed systems. Release,
distribution, and the installation of software. Software audits – All software in the DSL must
be reflected in the CMDB (Configuration Management Data Base). Usage of unauthorised
software
Mr Oscar Baloyi, Tel No: (011) 689 4648

POST 26/64

:

PRACTITIONER: INTERNAL FINANCE REF NO: 001339
Directorate: Office of the CFO

SALARY

:

R262, 272 per annum (plus benefits)
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CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

Johannesburg
National Diploma/B.Com Degree in Finance/Accounting or equivalent. 1-2 years relevant
experience in Finance. Computer literacy, in particular spread sheet applications. Good
verbal and written communication and interactive skills. Knowledge of BAS and SAP
system. Knowledge of Treasury Regulations.
Cockpit module processing. Creditors Payments – ensure that supplier payments are made
within 30 days of receipt of invoice by the department. Funds request accurately after all
three amounts from BAS,PERSAL and the opening bank balance have been taken into
consideration to avoid unauthorised bank overdraft after every payment run. Verify Invoices
from the verifier. Receive invoices on process director and verify them against the vendor
profile. Verify Invoices from the verifier. Display the invoice and check banking details
against the given purchase order. Check if Goods Received Voucher has been captured
and if it equals the invoice amount. Check if invoice number is not altered before posting.
Verify the payment method, that an invoice is not captured as a credit note. Verify the
supplier name against the vendor profile. Validate and account for before the execution of
the payment run. Sign off the schedule as evidence that all invoices have been inspected
and checked against the open items on SAP. Request Funds from Treasury by checking
the disbursed amounts on BAS and on Persal also check the PMG bank statement opening
balance compile the funds request with all the supporting documentation submit for
signatures submit to Treasury and file copy. Prepare monthly 30 Days report calculating
the days taken to process the payment from the scanning date from one point of entry to
the disbursement date on BAS. Consolidate all invoices that were not paid in the current
month to be inclusive in the accruals.
Oscar Baloyi, Tel No: (011) 689 4648
DEPARTMENT OF HEALTH:

NOTE

:

Applications must be submitted on Z83 form, obtainable from any Public Service
Department, or website, which must be completed in full. A certify copy of ID document CV,
and Qualifications must be attached. The reference number must be quote. Failure to
comply with these instructions will disqualify applications to be process Due to the large
number of applications we envisage receiving, if you do not receive any response within 2
months, please accept that your application was unsuccessful
MANAGEMENT ECHELON

POST 26/65

:

HEAD OF UNIT CLINICAL UNIT (PSYCHIATRY) REF NO: S-001314
Directorate: Mental Health

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

Grade 1 R1, 444,857. – R1, 533,516 per annum (all inclusive package)
Grade 2 R1, 579,878 –R1, 727,493.per annum (all inclusive package)
Ekurhuleni Health District
MBBCH: FC (Psych), MMED (Psych) or equivalent. Registration with Health Professions
Council of South Africa (HPCSA). Minimum three years working experience as a Specialist
Psychiatry preferably in the field of community or district psychiatry
CLINICAL ROLE: To provide overall clinical care and support for Mental Health Services
in Gauteng Department of Health at all levels of care: To develop a comprehensive mental
health service at all levels of care and ensure that mental health services are available and
accessible to the community as close to their homes as possible. To support the promotion
of mental well being and the prevention of mental Illness. To improve early detection,
treatment and care in order to minimize the long-term effects of mental disorder. To coordinate the development and implementation of clinical policies at all levels of care .To
develop and strengthen Acute Mental Health Services .Improve mental health services for
children and adolescents Implement clinical audit systems and processes across the
services system with adequate support to establish a database (e.g. human resources,
technical) To support the implementation of the Mental Health Care Act. Promote mental
health and a human-rights approach to dealing with people with mental disorders. To
develop and strengthen Chronic Mental Health Services. Reduce institutional care for
people with chronic mental disorders and increase community- based care. The
development and ongoing provision of training of primary care workers and undergraduate
and postgraduate student training and assessment. MANAGEMENT AND
ADMINISTRATIVE ROLE: Mental Health management Administration. To stimulate and
promote relevant research. Participate in the relevant structures – provincial and national
and specialty bodies in order to implement health policy. Staff training and development –
in theoretical and practical skills development. TRANSFORMATION OF SERVICES
Address issues of equity and quality of services in previously disadvantaged areas. Adopt
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and Implement the principles of Batho Pele ACADEMIC - with University of Witwatersrand
Dr M. Malaka : 011 876 1802 / Dr E. Tipoy : 011 876 1793
Applications to be sent to Ekurhuleni Health District, Hand Post and other means of posting,
delivery to 40 Catlin Street Germiston 1400 or Private Bag X1005 Germiston 1400.
Attention: Human Resource Manager. Or apply online at: www.gautengonline.gov.za
15 July 2016
Please attach necessary documents which are certified in your application. Application
without proof of necessary documents will be disqualified. Please note that employment
vetting is mandatory. Applicants will be subjected to Medical Surveillance Screening.

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

POST 26/66

:

PSYCHIATRY SPECIALIST GRADE 1 -3 REF NO: S-001313
Directorate: Ekurhuleni Health District

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

Grade 1 R924 378 - R981, 081 per annum (all inclusive package)
Grade 2 R1, 056,915. – R1, 121,775. per annum (all inclusive package)
Grade 3 R1, 226,595. – R1, 533,516 per annum (all inclusive package)
Ekurhuleni Health District
Basic Medical degree (MBBCH or equivalent) appropriate qualification that allows
registration with the HPCSA as a specialist psychiatrist, e.g. MMed or FC psych (SA).
Registration with HPCSA asa specialist psychiatrist.
Provide inpatient and outpatient specialist psychiatric care as a consultant. Doing rounds
and supervising registrars and medical officers rotating in psychiatry. Providing psychiatric
service within Ekurhuleni district including outreach. Participation in the academic duties of
the Wits department of psychiatry Teach and supervise undergraduate medical and
postgraduate students (registrars) in the discipline of psychiatry Conduct and report on
research and regular clinical audits. Participate in the multidisciplinary team and manage
one of the clinical units. Participation in management committees.
Dr M. Malaka : 011 876 1802 / Dr E. Tipoy: 011 876 1793
Applications to be sent to Ekurhuleni Health District, Hand Post and other means of posting,
delivery to 40 Catlin Street Germiston 1400 or Private Bag X1005 Germiston 1400.
Attention: Human Resource Manager. Or apply online at: www.gautengonline.gov.za
15 July 2016
Please attach necessary documents which are certified in your application. Application
without proof of necessary documents will be disqualified. Please note that employment
vetting is mandatory. Applicants will be subjected to Medical Surveillance Screening.

POST 26/67

:

DIRECTOR: EXPENDITURE MANAGEMENT AND REPORTING REF NO: S-001213
Directorate: Expenditure Management and Reporting

SALARY
CENTRE
REQUIREMENTS

:
:
:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

R 864 177 per annum (all inclusive remuneration package)
Central Office, Johannesburg
An appropriate relevant NQF level 7 qualification in Accounting/Financial
Management/Public Finance. At least five (5) years MMS relevant experience in budget
and expenditure management. In-depth knowledge of the requirements of the PFMA,
DoRA, Treasury Regulations, PERSAL and BAS. Reporting writing and management skills.
Ability to conduct financial analysis as well as prepare financial reports. Strong analytical
skills. Working knowledge and understanding of MS packages, financial systems, financial
and human resources management, ability to work under pressure, proven experience in
the area of budget. Valid South African driver’s licence. RESPONSIBILITIES: Manage and
monitor departmental expenditure from various sources (Voted, conditional grants and
revenue). Prepare monthly and quarterly expenditure and revenue reports and make
recommendations. Provide inputs required for quarterly and annual financial statements.
Manage all departmental conditional grants and reporting. Coordinate inputs in the
compilation of appropriation bill. Coordinate monthly expenditure committee meetings.
Compile departmental In-Year monitoring reports for submission to the Provincial Treasury.
Oversee and monitor implementation of cost containment measures within the department
and institutions. Compile monthly management reports for all cost centres and
programmes. Monitor the department’s expenditure and ensure it is within budget and
aligned to Standard Chart of Accounts. Provide leadership to the Directorate. Provide
training and support to institutions.
Mr V. Senna , Tel. No: (011) 355 3819
The Recruitment and Selection Unit, Gauteng Department of Health, Private Bag X085,
Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon or apply online by
visiting www.gautengonline.gov.za
July 2016
All shortlisted candidates for SMS posts will be subjected to a technical exercise that
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intends to test relevant technical elements of the job, the logistics of which will be
communicated by the department. Following the interview and technical exercise, the
selection panel will recommend candidates to attend a generic competency assessment
(in compliance with the DPSA Directive on the implementation of competency based
assessments). The competency assessment will be testing generic managerial
competencies using the mandated DPSA SMS competency assessment tool)
POST 26/68

:

DIRECTOR REF NO: S-001290
Directorate: Clinical Forensic Medical Services
All applications that have previously submitted their applications need not re- apply as their
received applications will still be considered

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
CLOSING DATE
APPLICATIONS

:
:
:

NOTE

:

R864 177 – 1 017 972 per annum (Inclusive Package)
Forensic Medical Service – Head Office
An appropriate Degree/Diploma in Nursing or Health related field. A minimum of five years
or more relevant experience at Middle/Senior management level in Clinical Forensic
Medical Services. Excellent Strategic capability and Leadership skills; good planning and
organising skills; good negotiation and conflict management skills. Proven track record of
managing change management initiatives and applying innovative thinking. Sound
interpersonal relations. Computer literacy. Management in field of clinical Forensic Medical
Services will be an added advantage.
Strategic capability and leadership by ensuring appropriate internal controls and reporting
systems. Direct and manage the provision of clinical forensic medical service to ensure that
required standards are met and maintained. Direct and manage the provision of medical
services to offenders at Correctional Centres. Ensure that policies and/or guidelines
relevant to this area are developed and approved. Manage human resource aspects of the
directorate. Manage the financial aspects of the directorate. Support and promote the
strategic intent of the Gauteng Health Turnaround Strategy, specifically violence and other
clinical forensic medical cases especially violence against women and children. Manage
and support victims of violence especially domestic violence, sexual and gender based
violence.Create a friendly environment for diagnosis and reporting cases of clinical forensic
nature especially violence against women and children.
Dr Richard Lebethe,Tel no: 011 241 3602/ 011 355 3849
15 July 2016
Applications must be forwarded or hand delivered to Forensic Pathology Service, 11
Diagonal Street, 13th floor, reception or can be posted to: PO BOX 7128,
JOHANNESBURG, 2000 or apply online at: www.gautengonline.gov.za.
Please note successful candidate will be subject to OHS medical surveillance as required
in the HBA regulations within the OHS act 85 of 1993. Security clearance check with the
South African Police Service or other relevant State agencies, reference check and
verification of qualification.
OTHER POSTS

POST 26/69

:

REGISTRAR, REF NO: S- 001316
Directorate: Head Office

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R686 322 per annum (Inclusive package) + excluding Commuted Overtime
Wits Oral Health Centre
Registration with the HPCSA as Dentist in category Independent practice. Two years’
experience as a Dentist post Community Service. Primary exams are a prerequisite to this
position. Postgraduate qualification in MFOS, ATLS, Basic surgical skills, research
technique course, service in the public sector and exposure to MFOS may have additional
benefits.
Registrars will be responsible for rendering of clinical services, assessment and treatment
of patients, related administrative duties, participating in all activities of the discipline in
relation to teaching and research, participating in departmental audit activities, preparing
and writing reports. Registrars will rotate through MFOS departments at various hospitals,
as well as hospitals served in their specific outreach programs and follow the stipulated
registrar program as per the academic schedule which will be provided to the student upon
acceptance.
Dr RE Rikhotso, Tel No: (011) 717-2130
Applications must be send to Wits Oral Health Centre, Private Bag X15 Braamfontein, 2017
or hand delivered at Wits Oral Health Centre c/o Charlotte Maxeke JHB Academic Hospital
Parktown, Johannesburg, Area 385 Block 3 (Orange Block, HR Office Room 9 or 10
Parktown, Johannesburg or apply online at www.gautengonline.gov.za.
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CLOSING DATE

:

15 July 2016

POST 26/70

:

DEPUTY DIRECTOR: HOSPITALS AND SPECIALISED PROGRAMMES, REF NO: S001214
Directorate: Hospitals and Specialised Programmes

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R612 822 per annum (all inclusive package)
Central Office
A Bachelor’s degree. A Qualification in health sciences will be advantageous. 10 years
work experience of which a minimum of 3 years’ experience should be at an Assistant
Director level. Research and analytical skills, Health service and project management
qualification or experience. Good interpersonal skills. A valid driver’s licence.
Initiate, plan and implement Directorate priorities on hospital services, and be involved in
the development and support of the provincial hospital health system. Manage several
projects within hospital services, namely, establishment of bed management,
rationalisation of secondary and tertiary care, establishment of hospitals Minimum Data Set
and cost centres, cluster network, revitalisation of hospitals etc. Support decentralisation
and strengthening of hospital management. Support the process of liaison and coordination
of specific health system components across the province, including liaison with key
stakeholders such as universities. Ensure sustainability through capacity development of
hospitals human resources. Support for National Planning for a sustainable and affordable
hospital service. Management of functional cost centres, conditional grant funding and
service level agreements with various stakeholders. Monitoring health care quality and
compliance of hospitals with National core standards.
Dr Mazamisa Tel: 011 355 3450
The Recruitment and Selection Unit, Gauteng Department of Health, Private Bag X085,
Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon or apply online by
visiting www.gautengonline.gov.za
15 July 2016

POST 26/71

:

DEPUTY DIRECTOR ADMIN REF NO: S-001331
Directorate: Patient Affairs, Logistics and Support Services

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R 612 822 – 721 878 per annum (All inclusive package)
Sebokeng Hospital
An appropriate 3 year tertiary qualification in Public Administration with appropriate
extensive experience of at least 5 years in a managerial position, of which 2 years must be
in a hospital environment. Sound knowledge of PFMA and Labour Relations. Strategic
capability and leadership. Computer literate. Good communication (written and verbal)
skills. Ability to work independently and under pressure. He/ She must have sound
interpersonal relation and conflict management skills. Project management: organizational
Performance Management. System and control skills, document management and quality
control. Ability to coordinate with other branches and other stakeholders of the hospital. A
valid driver’s license.
The incumbent will be responsible for the overall management of the support departments
which include security, facility management unit, cleaning, gardening, registry,
accommodation, transport, linen, switchboard, information technology, mortuary, porters
and patient administration. Perform leadership functions i.e. give advice and guidance,
interpretation and application of directives and policies, planning, budgeting and exercising
of control over activities. Promote the vision, mission and objectives of the hospital in line
with that of Gauteng Department of Health. Liaise with key stakeholders to establish sound
hospital and community relationship. Ensure proper record keeping through the utilization
of paper based and electronic systems. Ensure that security protocols and internal control
measures are implemented and adhered to. Be part of the Executive management and
contribute to the development of strategic and budget plans.
Dr Z Ngcwabe, Tel No; (016) 930 3306
Applications should be sent by courier or hand delivered to Sebokeng Hospital, the HR
Department, Moshoeshoe Street, Sebokeng. Please refrain from online applications as we
are experiencing system challenges
July 2016

POST 26/72

:

ASSISTANT MANAGER - SPECIALTY REF NO: S-001332
Directorate: Accident & Emergency and OPD

SALARY
CENTRE

:
:

R509 148 – R573 042 per annum (all inclusive package)
Far East Rand Hospital
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REQUIREMENTS

:

Basic Nursing Diploma/Degree as Professional Nurse and basic Midwifery registered with
SANC (South African Nursing Council). One year post basic Registration Diploma in
Critical Care or Trauma & Emergency Nursing. A minimum of Ten (10) years recognizable
experience in nursing. At least Six (6) years of the Ten (10) years must be after obtaining
post basic qualification then at least Three (3) years of the Ten (10) year must be
experience in Nursing Management. Basic computer skills & driver’s license.
The incumbent will be responsible for supervision and management of Trauma &
Emergency and Outpatient Department areas in the hospital Supervision of the provision
of quality nursing care in the above mentioned areas within the legal framework. The
implementation of quality assurance programmes and other mandatory priorities. Will be
part of the Hospital management team.
Ms. I.R Masilela, Tel. No :( 011) 812 8313
Applications must be submitted on Z83 form, CV, certified copies of ID and Qualifications
to be attached. Applications should be submitted at – HR Department ,Far East Rand
Hospital, Private Bag X50, Springs 1560 or Hand delivered to: HR Department , Far East
Rand Hospital, Hospital Road, New State Area, Springs or apply online at:
www.gautengonline.gov.za.
Suitable candidates will be subjected to Occupational Health and Safety (OHS) Medical
Surveillance as required in the Hazardous Biological Agents (HBA) and Hazardous
Chemical Substance (HCS) Regulations within the OHS Act 85 of 1993.
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

NOTE

:

CLOSING DATE

:

POST 26/73

:

ASSISTANT MANAGER NURSING TRAUMA & EMERGENCY (SPECIALITY)PN-B4
REF NO: S-001318
Directorate: Nursing

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R509 148 per annum (all inclusive package)
Tembisa Provincial Tertiary Hospital
Basic qualification accredited with the SANC in terms of Government notice R425 (i.e.
Diploma / Degree in nursing that allows registration with SANC as a Professional Nurse).
Registration with the SANC as a Professional Nurse and proof of current Registration. A
post basic Nursing qualification with a duration of at least 1 year, Accredited with the SANC
in one of the specialities referred to in the glossary of terms. At least 5 years of the period
referred to above must be appropriate / recognisable Experience after obtaining the 1 year
post – basic qualification in the relevant Speciality – Trauma or ICU, appropriate /
recognisable experience at Management Level.
Supervise and ensure the provision of effective and efficient patient care through adequate
nursing care. Coordinate and monitor the implementation of nursing care plan and the
evaluation here of.Ensure clinical nursing practice by the nursing team (unit) in accordance
with the scope of practice and nursing standards as determined by the hospital. Provide
relevant health information to health care users to assist in achieving optimal health care
and rehabilitation of patients. Maintain constructive working relationships with nursing and
other stakeholders (i.e. inter – professional, inter- sectoral and multi – disciplinary
teamwork. Participate in the analysis, formulation and implementation of nursing guideline,
practice, standard and procedures. Manage and Monitor proper utilization of human,
financial and physical resources. Provision of effective support to nursing service. :Maintain
professional growth / ethical standard and self development. e informed with Labour Act
Practices
MR. W.N. Mothwane, Tel No: (011) 923 - 2245
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016

POST 26/74

:

OPERATIONAL MANAGER SPECIALITY (ACCIDENT AND EMERGENCY UNITY) REF
NO: S-001245
Directorate: Nursing and Administration/Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

R 465 939 per annum (plus benefits)
Mamelodi Hospital
Basic R425 qualification(Degree/ Diploma in nursing) that allows registration with the South
African Nursing Council as Professional Nurse. Registration with SANC and the proof of
current registration. Diploma/Degree in Nursing Administration/Management will be an
added advantage. The post basic nursing qualification of the duration of 1 year, accredited
with SANC in Medical and Surgical nursing science (Emergency Nursing/Trauma) Have a
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minimum of 9 years appropriate/recognizable experience in nursing after registration as
Professional Nurse with SANC in General Nursing. At least 5 years of the above period
referred to above must be appropriate/recognizable experience after obtaining the 1 year
post basic qualification in Medical and Surgical nursing science(Emergency Nursing
/Trauma). Computer literacy. Knowledge of clinical work in accident and emergency
nursing. Knowledge of all legislation relevant to Health Care Services.
Deputize the Assistant Manager in her absence. Ensure clinical practice by the clinical team
in accordance with the Scope of Practice and Nursing Standards. Teach delegate, monitor
and evaluate performance/appraise personnel. Compile reports, analyses data, identify
gaps and take remedial steps. Ensure proper record keeping. Manage and monitor
productivity and performance of employee’s development. Manage licensing of staff with
all the relevant professional bodies. Promote quality of nursing care as directed by the core
standards. Manage labour relation issues. Ensure implementation of Government policies
including Batho Pele and Patients’ Rights. Liaise with all relevant stakeholders to Improve
service rendering. Ensure management of Multidisciplinary teams within the facility.
Provide comprehensive accident and emergency nursing care. Ensure effective and
efficient coordination and integration of quality Health Care. Demonstrate effective
communication with patients’ and relatives, supervisors, other health professionals and
junior colleagues including more complex report writing when required. Work as part of
multi-disciplinary team on the supervisory level, to ensure good nursing care by the nursing
team. Work effectively and amicably at the supervisory level, with the person of diverse
intellectual, cultural, racial or religious differences. Able to manage own work, time and that
of junior colleagues to ensure proper nursing service in the unit.
Ms J Vilakazi Recruitment Section, Ms. S Mahlangu Tel. No: (012) 841 8363
Applications to be sent to Mamelodi Hospital, Hand Post-delivery to19472 Serapeng Street
Tsamaya Road or Private Bag x 0032 Rethabile Mamelodi East 0122 or submit online at:
www.gautengonline.gov.za
15 July 2016

DUTIES

:

ENQUIRES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/75

:

OPERATION MANAGER NURSING TRAUMA & EMERGENCY (SPECIALITY) REF NO:
S-001319
Directorate: Nursing

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R465 939 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
Basic qualification accredited with the SANC in terms of Government notice R425 (i.e.
Diploma / Degree in nursing that allows registration with SANC as a Professional Nurse).
Registration with the SANC as a Professional Nurse and proof of current Registration. A
post – basic Nursing qualification with a duration of at least 1 year, Accredited with the
SANC in one of the specialities referred to in the glossary of terms. At least 4 years of the
period referred to above must be appropriate/ recognisable. Experience after obtaining the
1 year post – basic qualification in the relevant Speciality – Trauma or ICU, appropriate /
recognisable experience at Management Level.
Supervise and ensure the provision of effective and efficient patient care through adequate
nursing care. Coordinate and monitor the implementation of nursing care plan and the
evaluation thereof. Ensure clinical nursing practice by the nursing team (unit) in
accordance with the scope of practice and nursing standards as determined by the hospital.
Provide relevant health information to health care users to assist in achieving optimal health
care and rehabilitation of patients. Maintain constructive working relationships with nursing
and other stakeholders (i.e. inter – professional, inter- sectoral and multi – disciplinary
teamwork. Participate in the analysis, formulation and implementation of nursing guideline,
practice, standard and procedures. Manage and Monitor proper utilization of human,
financial and physical resources. Provision of effective support to nursing service. Maintain
professional growth / ethical standard and self development. Be informed with Labour Act
Practices
MR. W.N. Mothwane, Tel No: (011) 923 - 2245
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 Olifants Fontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016

POST 26/76

:

ASSISTANT DIRECTOR RADIOGRAPHER RE- ADVERTISEMENT REF NO: S-001327
Directorate: Radiology Department

SALARY

:

R428 292 per annum (plus benefits)
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CENTRE
REQUIREMENTS

:
:

Leratong Hospital
Degree/ Equivalent qualification, 3 years’ experience after registration as Radiographer
with HPCSA and 5 years’ appropriate experience in management. Sound knowledge of
Radiation procedures and required competencies. Radiation protection legislation. Public
service regulations, Employment Equity Policy and Basic Conditions of Employment Act.
Labour legislation. Management organizations. Report writing and record keeping.
Knowledge of art Equipment suitable for use. Quality control and quality assurance
protocols and relevant equipment. Knowledge of Procurement policy and procedures. High
level knowledge of Scientific (evidence based) research methodology, recruitment,
interviewing, appointment and induction procedures. Human resource training. Knowledge
of National Core Standards and Six key priorities.
Plan and organize the department by developing policies, protocols and guidelines.
Provision and supervision of an effective and efficient radiographic service. Liaise with
supplier of X-ray equipment and consumables. Ensure radiographers are registered with
HPCSA and practice within scope. Protection of patients and public from radiation. Attend
institutional management and other relevant meetings. Ensure licensing and disposal of all
X-ray equipment as per radiation protection legislation. Knowledge of implementation of
institutional procurement procedure-Ordering, repairs, condemning etc. Ensure availability
of human and material resources. Compliance to section 45 (a) of the PFMA. Plan leave
and monitor staff attendance. Monitor utilization of overtime and RWOPS. Conduct
performance management and appraisal of staff. To ensure patient’s rights as per National
Patients’ Rights charter. To compile the departmental Operational Plan in conjunction with
HOD. Plan and present the quarterly reviews in conjunction with the HOD. Compile CEO’s
monthly report. Compile and present the annual report in conjunction with the HOD. Ensure
compliance with National Core Standards and minister’s 6 key Priorities areas.
Commitment to staff development and Community Service Training. Implementation of
disciplinary process in accordance with the Disciplinary Code of Conduct for the Public
service.
Dr. DP Moloi, Tel: (011) 411 3508
Please note that this is a Re-advertisement, Previous applicants are encouraged to apply.
Application must be submitted on Z83 with a CV, Certified Copies of ID and Qualifications.
Application should be submitted or hand delivered at Leratong Hospital Human Resource
Development (Block 6) 1 Adcock Street Chamdor 1740. or apply online at
www.gautengonline.gov.za
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/77

:

OPERATIONAL MANAGER NURSING REF NO: S-001305
Directorate: Nursing

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R 367 815 – 413 976 per annum (plus benefits)
Sizwe Tropical Disease Hospital
Grade 12 (Std 10) certificate, basic qualification in terms of Government notice 425, i.e.
Degree/Diploma or equivalent qualification that allows registration with SANC. A minimum
of seven (7) years recognised experience in general nursing after registration with SANC
as a Professional Nurse. Diploma in Midwifery will be an added advantage
Demonstrate an in-depth understanding of nursing legislation, related legal and ethical
nursing practices and how this impacts on service delivery. Provision of support to nursing
service. Maintain professional growth (ethical), self-development and development of other
staff members. Manage effectively the utilisation and supervision of resources. Monitor and
manage quality patient care and compliance with National Core Standards. Supervision
and management to ensure 24 hour service delivery on a daily basis. Provision of optimal
holistic specialised nursing care. Participate in CPD implementation and training.Facilitate
the implementation of the National Core Standards and Batho Pele Principles. Be in charge
of the hospital in the absence of senior managers, maintain own profession growth and
ethical standards
Mrs. B. M Rikhotso, Tel. No: (011) 531 4304
Applications must be submitted on Z83 form with CV, certified copies of ID and
qualifications to be attached. Applications can be posted to: HR Manager, Sizwe TD
Hospital, Private Bag X2, Sandringham, 2131 or hand deliver to Sizwe TD Hospital, Cnr
Club and Modderfontein Road, Sandringham, 2131or apply online at
www.gautengonline.gov.za
15 July 2016
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POST 26/78

:

CLINICAL PROGRAMME CO-ORDINATOR QUALITY ASSURANCE REF NO: S-001328
Directorate; Nursing

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

R341 835 per annum (plus benefits)
Heidelberg Hospital
Diploma/degree in nursing. A minimum of 7 years appropriate/recognisable experience in
nursing after registration as Professional nurse with SANC in General nursing, at least 3
years’ experience in Quality Assurance in a Health/hospital setting. Basic qualification
accredited with SANC in terms of Government Notice 425 that allow registration with SANC
as a Professional nurse. Computer literacy and project management skills Knowledge of
the relevant Quality legislation and standards Ability to collect and analyse data.
Develop and implement quality improvement programmes for the hospital Encourage and
coordinate the activities of the quality accreditation Programmes including coordinate and
facilitate process of conduction self-assessments in the hospital in line with the Provincial
and National Core Standards.. Manage the clinical audit system and conduct the client/staff
satisfaction surveys. Develop a training programme to encourage compliance with
Provincial and National norms and standards. Report writing and timeous submission of
Quality Assurance related reports.
Ms. L.L.P. Msiza ; Tel No: (016) 341 1203
Applications must be submitted on a Z83 form with a C.V, Certified copies of I.D and
Qualifications to be attached. Applications should be submitted to HR Department at
Heidelberg hospital, Hospital Street. Heidelberg 1441 or posted to Heidelberg hospital,
Private bag 612, HEIDELBERG 1438. Or apply online at; www.gautengonline.gov.za
15 July 2016
Please note that the successful candidate will be subject to OHS medical surveillance as
required in the HBA regulations within the OHS act 85 of 1993, security and reference
check.

POST 26/79

:

PROFESSIONAL NURSE GRADE 3 2 POSTS REF NO: S-001215
Directorate: Public Health (Environmental Health Sub Directorate)

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R317 271 per annum (plus benefits)
Johannesburg Health District
Basic qualification (I.E. Diploma/Degree in Nursing: General, Midwifery, Psychiatry and
Community Health science) or equivalent qualification that allows Registration with SANC
as a Professional Nurse. Minimum of 20 years appropriate, recognizable experience in
nursing after registration as a professional nurse with the S.A. Nursing Council in General
nursing. Ability to work under pressure and a changing environment. Good verbal and
written communication skills. Have ability to work independently. Good interpersonal skills.
Demonstrate effective communication with patients, supervisors and other clinicians,
including report writing when required. Work as part of the multi-disciplinary team to ensure
good nursing care. Work effectively, co-operatively amicably with persons of diverse
intellectual, cultural, racial or religious differences. Able to plan and organize own work and
that of support personnel to ensure proper nursing care. Display a concern for patients,
promoting and advocating proper treatment and care including awareness and willingness
to respond to patient’s needs, requirements and expectations. Create and maintain
complete and accurate nursing records for individual healthcare users.
RECOMMENDATIONS: Two years’ experience working in the travel clinic. Computer
literacy (Word, Excel, Access, Power point). Knowledge of Batho Pele Principles and
Patient, Right Charter. Less one year from experience for candidates appointed from
outside the public service after complying with registration requirements.
Demonstrate an in depth understanding of nursing legislation, International Health
Regulation (2005) and related legal and ethical Nursing Practice and how this impacts on
service delivery. Demonstrate effective knowledge of travel health, vaccination of travellers,
management of stock, management of stock and willing to learn from the supervisor
,Render quality customer care. Promote application of nursing legislation and related legal
and ethical nursing practice. Perform nursing practice in accordance with the scope of
practice and nursing standards. Ordering and control of EDL Medicines. Supervision and
authorization of professional nurses. Provision of Yellow Fever Vaccines, issuing of valid
Yellow Fever Certificates. Malaria Rapid Tests and Malaria prophylaxis.
Mr. K.A. Marumo, Tel No: (011) 355 3479
The Recruitment and Selection Unit, Gauteng Department of Health, Private Bag X085,
Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon or apply online by
visiting www.gautengonline.gov.za
15 July 2016
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POST 26/80

:

PROFESSIONAL NURSE – SPECIALTY 3 POSTS REF NO: S-001335
Directorate: Operating theatre

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

R317 271 –R367 815 per annum (plus benefits)
Far East Rand Hospital
Basic Nursing Diploma/Degree as Professional Nurse plus one (1) year Post basic diploma
in Operating Theatre Nursing. Must be registered With SANC (South African Nursing
Council). Experiences: At least Four (4) Years experience after basic training as a
Professional Nurse. Plus One (1) year after obtaining post basic training in the Specialized
Area.
The incumbent will be responsible for provision of an optimal, holistic Specialized nursing
care within the set standards, professional and Legal framework. Promotion of scientific
high quality nursing care that is that is cost effective. Will be a shift leader, Planning,
organizing and Supervising all nursing activities.
Ms. I.R Masilela, Tel. No :( 011) 812 8313
Applications must be submitted on Z83 form, CV, certified copies of ID and Qualifications
to be attached. Applications should be submitted at – HR Department ,Far East Rand
Hospital, Private Bag X50, Springs 1560 or Hand delivered to: HR Department , Far East
Rand Hospital, Hospital Road, New State Area, Springs or apply online at:
www.gautengonline.gov.za
15 July 2016
Suitable candidates will be subjected to Occupational Health and Safety (OHS) Medical
Surveillance as required in the Hazardous Biological Agents (HBA) and Hazardous
Chemical Substance (HCS) Regulations within the OHS Act 85 of 1993.

POST 26/81

:

OCCUPATIONAL HEALTH AND SAFETY MANAGER /COORDINATOR REF NO: S001320
Directorate: Quality Assurance

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R311 784 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
A three year Bachelor’s Degree/National diploma/equivalent NQF 6 certificate in OHS. At
least two years relevant experience in this field. Ability to communicate effectively with other
employees, senior officers, elected members and the public. Personal organisation and
time management. Numeracy and accuracy. Computer literacy and competent keyboard
skills. Minute recording and agenda preparation. Knowledge and application of policies
governing the Public Service. Good communication (verbal and written).
Arrange Committee meetings and prepare agendas thereof. Perform medical surveillance
and physical examination of staff. Biological monitoring including vaccination of staff.
Minutes recording and processing for Committee meetings. Maintain all appropriate
registers pertaining to OHS. Arrange training courses as required in liaison with Health and
Safety representatives, employees and managers. Receive and evaluate for organisational
relevance OHS information and such information be distributed to delegated officers by
memo, email or through meetings as required. Monitor the organisations compliance with
OHS policies, legislative requirements, codes, regulations, practices and procedures and
ensure OHS committee meetings address any areas on non compliance or concern. Liaise
with the Regional Coordinator regarding various OHS matters. Coordinate the review of
Council’s OHS policies, plans, programs and contribution to the forward planning process
in liaison with the Chief Executive Officer. Liaise with OHS workgroup representatives in
matters relating to audit inspections, actions from committee meetings, training etc. Liaise
with managers and supply agents to carry out inspections of first aid, fire extinguisher, lifting
devices, any pressure vessels etc. Assist with identifying workplace hazard and
procedures in liaison with managers and ensure they have safe operating procedures
where necessary. To review and update material safety data sheets for all substances and
chemicals used within the workplace. To draft OHS letters, email and memorandums for
the Committee Chairman or Chief Executive Officer to check and sign. To monitor
expenditure on OHS items and in liaison with the Chief Executive Officer recommended
items for budgetary considerations. To ensure that a copy OHS Committee meeting
minutes and Policies to be reviewed are forwarded to the Chief Executive Officer’s Personal
Assistant for inclusion in Correspondence register.
Ms M.M. Marlie, Tel No: (|011) 923 – 2188
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016
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POST 26/82

:

ASSISTANT DIRECTOR-EMPLOYEE HEALTH AND WELLNESS REF NO: S-001321
Directorate: Nursing

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R311 784. per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
A tertiary qualification in Social and Behavioural Sciences, i.e. Social Work or Psychology.
Proof of registration with the relevant council. A valid driver’s licence. Extensive experience
in health and wellness. Knowledge: Employee health and wellness. Specialised
knowledge of counselling. People management and empowerment. Client orientation and
customer focus. Employment Equity Act. Occupational Health and Safety Act. General
knowledge of HR-related standards, practices, processes and procedures. Public Service
Act and Regulations. Basic Conditions of Employment Act Labour Relations Act. Collective
agreements. Code of Remuneration. Public Finance Management Act. Skills: Diplomacy,
Networking, Language proficiency, Effective communication, presentation General
Management and Organisational, interpretation of policies. The ability to undertake
management, analytical thinking, problem-solving, solution-orientated, motivational,
influencing, Teambuilding, Negotiation, Report-writing abilities. Personal attributes:
Innovative, Resourceful, Able to work in stressful situations, able to communicate at all
levels, people orientated, Trustworthy, Assertive, Hardworking, Self-motivated, Able to
work independently, Prepared to travel, Willing to adapt work schedules in accordance with
professional requirements.
Facilitate the Employee Health and Wellness Programmes, Pursue scientific methods (i.e.
standardised test and questionnaires) to assess employee wellness concerns and possible
remedial interventions. Support line management to implement directives relating to
chronic illnesses, including HIV and Aids, Ensure the implementation and after-care of the
Employee Health and Wellness programme. Administer data to ensure uniformity and
quality work. Facilitate counselling services and manage chronic illnesses as outlined in
the pillars of the Employee Health and Wellness Framework from the DPSA. Facilitate the
gathering of baseline information to inform the organisational response to workplace
wellness-related problems. Ensure that the Department’s strategic planning process
utilises information extracted from study results. Conduct awareness and educational
programmes and acquire information to inculcate the adoption of preventative measures.
Ensure that care and support services are provided and empower the organisation to better
manage employees affected or infected by HIV/AIDS. Ensure that there are support
processes and structures from the Department in place, and further link the programmes
with private and other public health services. Develop guidelines on care and support
services for the programme. Implement intervention programmes aimed at enhancing
employee wellbeing and performance. Implement preventative and support programmes
aimed at enhancing behavioural capabilities. Offer psychosocial support to employees and
their dependants in a proactive and remedial way. Utilise conceptual models to
communicate and internalise organisational development concepts, principles and
interventions to improve morale motivation and productivity. Provide administrative
auxiliary services to the section. Assist in the development processes of employees. Offer
high–quality services to Management and employees. Implement employee wellness
programmes as per policy and/or legislative requirements and as professional training
dictates. Disseminate accurate and updated information to management structures. Utilise
carefully designed processes to involve Management in identifying actual training needs
and risk areas. Provide Management with support and alternative initiatives in line with
policy and/or legislative requirements. Assist in the administration of the budget and related
expenditure of the section.
Dr. M.L. Mogaladi Tel. No: (011) 923 - 2053
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016

POST 26/83

:

ASSISTANT DIECTOR: QUALITY ASSURANCE REF NO: S-001322
Directorate: Quality Assurance

SALARY
CENTRE
REQUIREMENTS

:
:
:

R311 784 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
A basic R425 qualification in Nursing Degree/Diploma in nursing or a health science degree
qualification. Appropriate and relevant experience with a minimum 3 years’ experience in
a Quality position in a hospital setting. Proof of paid up registration at SANC or HPCSA.
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Communication and good interpersonal relations. Basic Computer Skills. Code 8 driver’s
licence will be an advantage. Competencies: Able to perform under pressure, willing to
work all hours, knowledgeable about National Core Standards and implementation and
monitoring there-of, Familiar with Code of practice in the public sector and labour relations
practices, implement and maintain an effective hospital infection control/OHS in alignment
with the infection control and OHS policies and knowledgeable regarding National Health
Act. The six Quality Priorities, Annual Performance Plan and Strategic Objective of GDoH.
Development and maintain a patient care environment that promotes the rights of patients,
advocating and facilitating proper treatment and care according to the difference Batho
Pele Principles to promote patient satisfaction. Willing to participate in relevant quality
improvement project/research. Encourage and coordinate the activities of quality
assurance committee. Manage programmes of customer care in hospital. Manage the
accreditation programme in hospital. Manage the clinical audit system. Monitor and control
the clinical quality improvement programmes. Ensure that norms and standards are
established. Ensure that institutional policies, Standard Operating Procedures and
guidelines are established and implemented in line with Legislative and Policy prescripts.
Ensure continuous quality assurance and customer care training. Perform any other duties
delegated by the supervisor.
Ms. M. Marlie Tel No: (|011) 923 – 2188
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/84

:

OCCUPATIONAL THERAPIST REF NO: S-001329
Directorate; Allied

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

(Grade 1): R262 020 per annum (plus benefits)
(Grade 2): R308 649 per annum (plus benefits)
(Grade 3): R363 582 per annum (plus benefits)
Heidelberg Hospital
Appropriate qualification that allows for the required registration with the Health Professions
Council of South Africa (HPCSA) in the relevant profession (where applicable). (RSA: No
experience required after registration with the HPCSA in the relevant profession (where
applicable) in respect of RSA qualified employees who performed community service in
relevant profession as required in South Africa), (Foreigner: 1 Year relevant experience
after registration with the HPCSA in the relevant profession (where applicable) in respect
of foreign qualified employees, of whom it is not required to perform community service as
required in South Africa).
Grade 2: Appropriate qualification that allows for the required registration with the Health
Professions Council of South Africa (HPCSA) in the relevant profession (where applicable).
(RSA: A minimum of 10 years’ relevant experience after registration with the HPCSA in the
relevant profession (where applicable) in respect of RSA qualified employees who
performed community service in relevant profession as required in South Africa),
(Foreigner: Minimum of 11 years’ relevant experience after registration with the HPCSA in
the relevant profession (where applicable) in respect of foreign qualified employees, of
whom it is not required to perform community service as required in South Africa).
Grade 3: Appropriate qualification that allows for the required registration with the Health
Professions Council of South Africa (HPCSA) in the relevant profession (where applicable).
(RSA: A minimum of 20 years’ relevant experience after registration with the HPCSA in the
relevant profession (where applicable) in respect of RSA qualified employees who
performed community service in relevant profession as required in South Africa),
(Foreigner: Minimum of 21 years’ relevant experience after registration with HPCSA in the
relevant profession (where applicable) in respect of foreign qualified employees, of whom
it is not required to perform community service as required in South Africa).Managerial skills
will be an advantage. Excellent communication (verbal and writing) skills. Excellent
administrative skills (planning, organising and coordinating). Good interpersonal relations.
Assess, plan interventions and implement the treatment plan/ intervention Actively
participate in multidisciplinary teamwork. Compliance with policies Contribute to budget
planning and cost control Participate in education and training programs for continuous
professional development and quality services delivery Promote and market occupational
therapy services in the hospital and Community Management of Occupational Therapy
department and supervision of Community service workers.
Mrs. F. Khan; Tel No: (016) 341 1236
Applications must be submitted on a Z83 form with a C.V, Certified copies of I.D and
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Qualifications to be attached. Applications should be submitted to HR Department at
Heidelberg hospital, Hospital Street. Heidelberg 1441 or posted to Heidelberg hospital,
Private bag 612, HEIDELBERG 1438. Or apply online at; www.gautengonline.gov.za
15 July 2016
Please note that the successful candidate will be subject to OHS medical surveillance as
required in the HBA regulations within the OHS act 85 of 1993, security and reference
check.

CLOSING DATE
NOTE

:
:

POST 26/85

:

DIAGNOSTIC RADIOGRAPHER GRADE 1 – 3 REF NO: S-001303
Directorate: Health

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

Grade: 1R 262 020 to R 299 592 per annum (Plus Benefit)
Grade 2: R 308 649 to R 352 923 per annum (Plus Benefit)
Grade 3: R 363 582 to R 441 234 per annum (Plus Benefit)
Pholosong Hospital
3 years National Diploma in Radiographer/ 4 years Degree. Current resignation with the
HPCSA as a qualified Radiographer
Grade 1 – Community service completed. One year relevant experience after registration
with the HPCSA in the relevant profession.
Grade 2 – Minimum of 10 years relevant experience after registration with the HPVSA in
the relevant profession.
Grade 3 – Minimum of 20 years relevant experience after registration with HPCSA in the
relevant profession.
Provision of 24 hours radiography services on shift basis. Perform X- Ray Quality
assurance. Proper safe use of X-Ray equipment & immediate report of any faults. Provide
in-service training. Promote Batho Pele Principles and Patients’ rights. Ensure the control
of infections. Ensure that set radiographic standards are improved.
MS NZ Mthembu, Tel No: (011) 812 5000
Applications must be submitted on a Z83 form, certified copies of ID, Qualifications to be
attached. Applications must be submitted at Pholosong Hospital, 1067 Ndaba Street,
Tsakane, 1540 or can be Posted to Private Bag X4, Brakpan, 1550 or apply online at:
www.gautengonline.gov.za
15 july 2016

POST 26/86

:

ENVIRONMENTAL HEALTH PRACTITIONER GRADE 1 2 POSTS REF NO: S-001311
Directorate: Environmental Health

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R262 020 per annum (plus benefits)
Ekurhuleni Health District
National Diploma in Environmental Health. B.Tech in Environmental Health will be an
added advantage. The incumbent should have completed one year community service.
Registration with HPCSA as an Environmental Health Practitioner (EHP). Computer literate
(Word, Excel, and Power Point). A valid driver’s licence. SKILLS :Driving . Technical
knowledge on Environmental Health. Knowledge of legislation and policy framework and
interpretation thereof. Good analytical, negotiation, listening, planning and organizing.
Good verbal and written communication skills. Good training skills.
Enforce Environmental Health legislations in the district. Conduct Malaria surveillance
Collaborate with other stakeholders. Comment on Environmental Impact Assessments for
development projects. Hazardous Substance control. Co-ordinate Health Care Risk Waste
management (HCRW) and Occupational Health and Safety activities. Human Resource
management of junior personnel. Plan and facilitate trainings. Compile reports and
statistics.Represent the unit in stakeholders meetings. Conduct all other delegated
responsibilities.
Ms. B.M.Nemukula, Tel. No: (011) 878 8572
Applications to be sent to Ekurhuleni Health District, Hand Post and other means of posting,
delivery to 40 Catlin Street Germiston 1400 or Private Bag X1005 Germiston 1400.
Attention: Human Resource Manager.or apply online at: www.gautengonline.gov.za
15 July 2016

POST 26/87

:

ORAL HYGIENIST GRADE 1 REF NO: S-001312
Directorate: Oral Health

SALARY
CENTRE
REQUIREMENTS

:
:
:

R262 020 per annum (plus benefits)
Ekurhuleni Health District
Grade 12 qualification Degree or Diploma in Oral Hygiene BOH Or DipOH Registration with
Health Professional Council of South Africa (HPCSA) as an Oral Hygienist and a proof of
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current registration with the HPCSA. A valid Drivers license. The incumbent should have
completed one year community service.
The incumbent will actively participate in all community based/programmes held in every
sub district within Ekurhuleni. The incumbent will render clinical services within their scope
of practicein the clinics, dental mobile, institutions, hospitals and perform the required
administrative duties. Ensure implementation of the Oral Health Strategy. Provide training
to other health workers and the community. Perform any other delegated duties.
Dr F. Moola , Tel No: (011) 876 1775
Applications to be sent to Ekurhuleni Health District, Hand Post and other means of posting,
delivery to 40 Catlin Street Germiston 1400 or Private Bag X1005 Germiston 1400.
Attention: Human Resource Manager.or apply online at: www.gautengonline.gov.za
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/88

:

LABOUR RELATIONS OFFICER REF NO: TRH11/2016
Directorate: Human Resources Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R211 194 per annum (plus benefits)
Tshwane Rehabilitation Hospital
National Diploma/Degree or Grade 12 with 3-5 years’ experience in labour relations.
Knowledge of relative legislation/directive and policies. Valid driver’s licence. computer
literacy. Excellent Consultation, verbal and written communication skills.
Initiate and promote training in labour relations for staff. Implement, monitor and evaluate
compliance With collective agreements, policies and relevant legislation. Render and
advisory service to all institutional Managers and employee regarding labour relations and
progressive discipline. Investigations of misconduct Cases and grievances, compiling of
database and management of strikes and disputes. Representing the hospital in
disciplinary hearings. Promote peace in the work place between management and Labour.
Provide information/ advice/ support to top management. Ensure statistics are submitted
on time
Mr MG Polo, Tel. No: (012) 354 – 6816
Application must be submitted directly to: Tshwane Rehabilitation Hospital,P.O Box
23397,Gezina,0031 OR hand deliver to Cnr Dr Savage and Soutpansberg Road Pretoria
0001.
15 July 2016

POST 26/89

:

CHIEF ADMINISTRATION CLERK – 2 POSTS REF NO: S-001323
Directorate: Patient Affairs

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R211 194 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
Grade 12 with 3 years experience in Patient Administration. Appropriate Recognized 3
years Tertiary Qualification in Public Management will add as an advantage. Extensive
knowledge of PAAB System, records management, and patients affairs. Good
interpersonal skills, Computer literacy, excellent time management. organization skills,
communication skill. Presentation and team work skills. Self-motivated and goal orientated.
Team orientated and ability to communication well with stakeholders in different levels.
Knowledge of Public Service Acts and policies including Basic Condition of Employment
Act, PFM, PAIA, Batho Pele Principle, record management Act. Administrative procedure
manual and UPFS. Understand Labour processes. Analytical and solution oriented.
Provide Supervisory duties to patient administration staff (Clerks).Ensure that Patient
Admin. Department operate as per SOP of quality assurance. Conduct inspection on
medical record at institution. Provision of standards and procedures to ensure that
information is transmitted with appreciate security measures. Ensure that confidentiality is
maintained. Maximize revenue collection on patients. Ensure that all records are kept in
safe custody. Understanding downtime management processes. Make spot checks on
supporting documents and checking registration and admission forms for compliance.
Inspect captured data for consistency and accuracy. Verify and correct data on the system
before. exporting to the relevant offices. Perform any other duties delegated to you by the
supervisor and hospital management.
Ms. M.G. Pholushe Tel No.(011) 923-2115
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016
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POST 26/90

:

SENIOR ADMINISTRATIVE OFFICER REF NO: S-001242
Directorate: Supply Chain Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R211 194 per annum (plus benefits)
Central Office, Johannesburg
A relevant degree/national diploma with 2 years experience in Fleet Management and
administration in the Public Service environment. A code 8 driver’s licence. Must be
customer focused. Good report writing skills Good verbal and written skills. Sound financial
management skills. Knowledge of ELS.
Coordinate transport and ensure optimal utilisation of vehicles. Exercise control over the
maintenance and expenditure involved in the use of government vehicles and other
are kept in a good roadworthy condition and that they are serviced on a regular basis.
Ensure that accident reports are completed correctly and forwarded to g-Fleet Management
within the said timeframe according to the Transport Policy. Manage the traffic fines.
Communication of transport guidelines, norms and standards to regions and institutions.
Co-ordinate monthly transport expenditure. Compile fleet management monthly reports.
Follow up on exceptions reports. Reconciliation of Electronic Log sheets with manual log
sheets and any other duties assigned by the Directorate.
Mr. R.P. Nyambi, Tel. No: 011 241 6285
applications must be submitted at: The Head of Department, Gauteng Department of
Health, Private Bag X085, Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank
of Lisbon for attention: Mr G Nkuna or apply online @ www.gautengonline.gov.za
15 July 2016

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/91

:

MONITORING AND EVALUATION OFFICERS 3 POSTS REF NO: S-001243
Directorate: Monitoring and Evaluation Directorate

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

NOTE

:

CLOSING DATE

:

R211 194 per annum (plus benefits)
Central Office
An appropriate degree in Public Health or Social Sciences plus 2-5 years credible relevant
experience in M&E, research field work, programme, project and data analysis. Academic
and practical understanding of qualitative and quantitative data analysis and interpretation.
Knowledge of Software packages such as EPI INFO, SPSS and or STATA will be an added
advantage. Competencies needed Excellent Communication (written, verbal, presentation
and liaison skills. knowledge of Statistical analysis skills. Ability to customize and target
information to user requirements. Coordination and Negotiations skills, Financial
management skills. Ability to function independently. Proficient in Microsoft Office in
particular Excel, Word, PPT and Access
Analytical and Research skills.
Attributes: Exceptional Business Ethics Eye for detail in ensuring that all functions and
duties are performed diligently and within very tight timeframes. An ability to work without
supervision and a high level of commitment. Ability to solve problems
Coordinate the implementation of evaluation and performance information verification
projects Coordinate and write-up reports based on evaluation field work projects findings.
Support compilation of thematic in-depth process evaluation reports. Monitor
implementation of recommendations on Evaluation reports and Performance Monitoring
Action Plans.
Perform any other Monitoring and Evaluation function as may be
determined by management.
Adelekan Tsholofelo – Tel: 011 355 3837
Applications to be submitted to: The Head of Department, Gauteng Department of Health,
Private Bag X085, Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon
for Attention: Ms S Dladla Or apply online at: www.gautengonline.gov.za
All shortlisted candidates will undergo a compulsory test to determine their report writing
abilities.
15 July 2016

POST 26/92

:

HR OFFICER: HR POLICY RESEARCH & DEVELOPMENT REF NO: S-001244
Human Resource Management Directorate

SALARY
CENTRE
REQUIREMENTS

:
:
:

R211 194 per annum (plus benefits)
Central Office, Johannesburg
National Diploma/Degree in Human Resource with at least 1 year experience in Human
Resource Management or Grade 12/NQF 4 certificate with 3-5 years’ experience in Human
Resource Management. 1 year experience in HR Policy Research & Development will
serve as an advantage. Driver’s licence is mandatory. Knowledge of the Public Service Act,
1994, Basic conditions of service, Public Service Regulations and Resolutions etc.
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Computer literacy skills, ability to implement and interpret existing HR policies, basic
research skills, planning and organisation skills. Analytical and Problem-solving skills,
creative and innovative skills, excellent report writing skills, good presentation skills, ability
to manage projects and meet deadlines, team player, working under pressure, ability to
work without close supervision and display a high level of commitment.
Identify HR policy development needs and conduct research, benchmark HR policies
against other Departments for best practices, Provide HR policy workshops to all
employees of the Gauteng Department of Health, develop database of existing policies,
assist with policy review process, advise institutions and managers with regard to the
correct application of policies, monitor and evaluate the effectiveness of the implemented
policies, coordinate HR forums for purposes of information sharing, maintain good relations
with all policy stakeholders within the Department, conduct investigations arising from HR
policy implementation, gather statistics and compile HR policy reports on a quarterly basis,
keep abreast of developments at DPSA on a weekly basis by visiting the internet. Accept
greater responsibility and perform other important tasks as required by the unit.
Mr. Nicholus Mdlolo - Tel: (011) 355 3114
Applications to be submitted to: The Head of Department, Gauteng Department of Health,
Private Bag X085, Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon
for Attention: Ms S Dladla Or apply online at: www.gautengonline.gov.za
15 July 2016
All shortlisted candidates will undergo a compulsory test to determine their report writing
abilities.

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

POST 26/93

:

ADMIN CLERK: SUPERVISOR REF NO: S-001307
Directorate: Administration

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE
NOTE

:
:

R211 194 per annum (plus benefits)
SG Lourens Nursing College
A National Diploma/degree in Human Resource Management with at least 5 -7 years’
experience in Human Resource Management. Supervisory experience. Knowledge and
application of the following legislative frameworks: Public Service Regulations, Public
Service Act, 1998. The ability to communicate well (verbally and in writing) with people at
various levels. Good telephone etiquette. Creativity. Problem solving, planning and
organising skills. Knowledge and application of Performance Management Development
System and Incapacity leave procedures and Recruitment and Selection. Computer
literacy in MS Office. Understanding of the Public Service systems and procedures and
PERSAL Introduction certificate will serve as an advantage. Conflict management and
supervisory skills. Drivers licence.
Provide Human Resource Management with regard to the recruitment and selection
processes which includes monitoring the filling of vacant posts within the set timeframes.
Manage recruitment and selection (advertisements, transfers, verification of qualifications,
secretariat functions at interviews, reporting the outcomes of recruitment and selection).
Oversee personal suitability checks (criminal, credit, citizenship, etc).
Compile
submissions for the approval of appointments. Perform administration service benefits in
the College which involve the management/overseeing of Human Resource administration.
Manage and approval of termination of service, promotions and transfers, appointments
and retirements. Be responsible for salary progression, leave, housing allowance and long
service. Manage, maintain and implement standard procedures. Resolve human resource
administration matters. Manage the division’s training and development, performance
management and disciplinary procedures. Supervise and provide financial administration
support services in the unit. Supervise junior staff in the unit. Implement conditions of
service and service benefits (Leave, Housing, Medical, Injury on Duty, Long Service
Recognition, overtime, location, Pension, allowances etc.) Organise and implement skills
development within the institution. Provide In-Service training within the institution. Keep
expenditure reports (remuneration) and statistical data up to date. Complete HR
delegations and RWOPS within the institution. Keep the staff establishment up to date on
PERSAL and the organogram of the institution.
Mrs. L Lai Wai , Tel No: [012] 319 5620
Applications must be submitted on a Z83 form with a C.V, certified copies of ID document,
driver’s license and Qualifications attached. Applications should be submitted directly at
the SG Lourens Nursing |College, C/O Soutpansbergweg Road an Theodorehove Avenue,
Pretoria or posted to Private |Bag x 755, Pretoria, 0001 or apply online at:
www.gautengonline.gov.za
15 July 2016
This post is a level 8 appointment for lateral transfer, or appointment will be done on entry
level of salary level 7
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POST 26/94

LABOUR RELATIONS OFFICER,REF NO: S-001294
Directorate: Human Resources

SALARY
CENTRE
REQUIREMENTS

:
:
:

R 211 194 per annum (plus benefits)
Kopanong Hospital
National Diploma/Degree in Human Resource/ Labour Relation or Grade 12 With 3 to 5
years’ experience in Labour Relations. Must have knowledge of relevant
legislations/directives And policies. Valid driver’s licence will be an advantage. Be computer
literate. Good communication skill Both verbal and written.
Initiate and promote training in Labour Relations for staff. Monitor and evaluate compliance
with collective agreements, policies and relevant legislation. Render advisory service to all
institutional managers and employees regarding labour relations and progressive
discipline. Manage disciplinary cases and compile database. Manage strikes and dispute
resolutions, monitoring progress of employee assistance programme (EAP), Employment
equity Act (EEA) and employee wellness. Maintain the existence of communication
structures in the Hospital. Provide information/advice/support to Top management. Ensure
that the statistics is submitted timeously to relevant offices.
Ms JD Mojelele, Tel No: (016) 428-7191
Please note that the successful candidate will be subjected to Security clearance and
verification of qualifications as required by Public Service Act (PSA). Fully completed Z83,
CV, certified copies of ID and qualifications not older than three months must be submitted
to: The HR office, Kopanong Hospital, 2 Casino road, Duncanville, or Posted to P/Bag
x031, Vereeniging, 1930 or apply online at: www.gautengonline.gov.za. People with
disabilities are encouraged to apply. If you did not hear from us within three months please
consider your application unsuccessful.
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/95

:

NETWORK CONTROLLER,R EF NO: S-001295
Directorate: Information Communication and Technology

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R 211 194 per annum (plus benefits)
Kopanong Hospital
Grade 12, A+, N+ and 3 years relevant experience. Technical experience In Microsoft
Office 2013 and 2016, Windows 7 and 10, web browsers, networking and other desktop
Peripherals. Candidate must have one year working knowledge of Telephone Management
System & Network Printers Configuration and know Batho-Pele Principles. Candidate must
have strong Interpersonal and communication skills. Be able to work under pressure and
learn the department’s service Delivery components. Candidate must have a valid driver’s
license.
Incidents, problems and changing call logging on the helpdesk system. Provide first level
help desk support for end users, solving problems wherever possible and liaising with 2 nd
& 3rd level support when needed. Resolve connectivity issues and ensure that it is
maintained for all users On the Department of Health network. Setup and configure PC’s
to the network. Troubleshoot hardware and Software errors. Install application programs
requested by users. Liaise with service providers when lines Are down or slow response
on the Department of Health WAN. Coordinating of maintenance and repairs of Equipment
as well as giving periodic feedback. Creating pin-codes and users on the Telephone
Management System and linking them with the PABX system. Liaise with staff, users and
management to Establish requirements for new systems or modifications.
DR Kgomojoo AM,Tel No: (016) 428-7112
Fully completed Z83, CV, certified copies of ID and qualifications not older Than three
months must be submitted to: The HR Manager, Kopanong Hospital, 2 Casino Road,
Duncanville, or Posted to P/Bag x031, Vereeniging, 1930 or apply online at:
www.gautengonline.gov.za. People with disabilities are encouraged to apply. If you did not
hear from us within three months please accept that you have been unsuccessful.
15 July 2016

POST 26/96

:

PROFESSIONAL NURSE GRADE 1 2 POSTS REF NO: S-001216
Directorate: Public Health (Environmental Health Sub Directorate)

SALARY
CENTRE
REQUIREMENTS

:
:
:

R210 702 per annum (plus benefits)
Johannesburg Health District
Basic qualification (I.E. Diploma/Degree in Nursing) or equivalent qualification that allows
registration with SANC as a Professional Nurse. Registration with SANC as Professional
Nurse and proof of current registration. No experience required after registration with SANC

63

as Professional Nurse. Experience working in the travel clinic. Ability to work under
pressure and a changing environment. Good verbal and written communication skills Have
ability to work independently. Good interpersonal skills. Recommendations: Two years
experience working in the travel clinic. Computer literacy (Word, Excel, Access, Power
point). Knowledge of Batho Pele Principles and Patient, Right Charter. Less one year from
experience for candidates appointed outside the public service after complying with
registration requirements.
Demonstrate an in depth understanding of nursing legislation and related legal and ethical
Nursing Practice and how this impacts on service delivery. Demonstrate effective
knowledge of travel health, vaccination of travelers and Malaria rapid testing. Management
of stock and willing to learn from the supervisor in rendering quality customer care. Advise
customers in travel health.
Mr. K.A. Marumo (011) 355 3479
The Recruitment and Selection Unit, Gauteng Department of Health, Private Bag X085,
Marshalltown, 2107, Physical Address: 37 Sauer Street, Bank of Lisbon or apply online by
visiting www.gautengonline.gov.za
15 July 2016

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

POST 26/97

:

ADMINISTRATION CLERK (TRANSPORT) REF NO: S-001310
Directorate: Emergency Medical Services

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
CLOSING DATE
APPLICATIONS

:
:
:

R142 461 per annum (plus benefits)
Lebone College of Emergency Care
Grade 12 with 2-5 years administration and transport experience. Computer Literacy (MS
Word, Excel, Outlook etc) Good inter personal communication skills (written and
verbal)Must be able to work under pressure, prioritize workload and have administration
skills Valid driver’s licence C
General Administration: Typing of submissions, letters regarding traffic offences, reporting
of accidents / loss / damages Daily filing of trip authorities per vehicle Vehicle inspections
to be done daily/weekly/monthly Vehicle checklist to be completed prior and after a trip
Logbooks to be closed monthly Ensuring vehicles are operational Booking and taking
vehicles for services / maintenance / repairs as required Roadworthy (COF), licensing,
Accidents, Fuel / maintenance cards All transport related duties and instructions given to
ensure the Transport section is operational Registration as the Representative for College
fleet with the Licensing Department Collecting and delivery of all College related
documentation / files to Head Office / Stakeholders etc as required Any other duties
determined by College Management
Ms E Julyan,Tel no: (012) 356-8008
15 July 2016
Applications must be delivered to Lebone College of Emergency Care, 43 Corner Steve
Biko Road and Belvedere Emergency Care, Arcadia orP O Box 26876, Gezina 0031. or
apply online at: www.gautengonline.gov.za. It is our intention to promote representivity
(race, gender, disability) through the filling of positions. Candidates whose
Appointment/transfer/promotion will further the objective of representivity will Receive
preference.

POST 26/98

:

HUMAN RESOURCE CLERK REF NO: S-001324
Directorate: Human Resource

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R142 461 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
Grade 12 Qualification or equivalent. (Diploma in Human Resource will be an added
advantage). To have appropriate and relevant experience with minimum of 1-2
years.Computer literacy (Ms Word, Ms Excel).Knowledge of the Human Resource
Administration Processes.Ability to communicate well with people at different levels and
from different backgrounds.Ability to handle information confidentially. Sound verbal and
written communication skills. Good telephone etiquette and interpersonal relations skills.
Ability to work under pressure and be prepared to rotate and operate as a reliever to other
sections within human resource department. Knowledge of regulations and the legislative
framework related to personal administration. Knowledge and experience of the PERSAL
System will be an added advantage.
Perform administration duties, such as appointments, promotions, transfers, establishment,
HR information, leave Management, salary and terminations.
Attend to HR related
enquiries and audit queries. Record, organize. Ensure safekeeping of documents and
filling of all related documents. Comply with the performance management and
development system (contracting, quarterly reviews and final assessment).
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ENQUIRIES
APPLICATIONS

:
:

Ms. P. Marota - Telephone No: (011) 923-2069
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 July 2016

CLOSING DATE

:

POST 26/99

:

ADMIN CLERK 2 POSTS REF NO: S-001325
Directorate: Patient Administration

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

CLOSING DATE

:

R142 461 per annum (plus benefits)
Tembisa Provincial Tertiary Hospital
Grade 12 Certificate or equivalent NQF qualifications level 5. Computer literacy will be an
advantage. Excellence customer care skills and good communications skills (verbal and
written)
Render effective and efficient Administration function in patient affairs. Collect accurate
patient data and classification. Compile patients statistics. Ability to work under pressure
and shifts.
Ms M.G. Pholushe Tel No (011) 923 2115
Application to be addressed to: The Human Resources, Tembisa Provincial Tertiary
Hospital, Private x7 OlifantsFontein, 1665 or Hand delivered / submitted at corner Flint
Mazibuko and Rev. R.J.T Namene Drive Olifantsfontein 1665 or apply online at:
www.gautengonline.gov.za
15 JULY 2016

POST 26/100

:

HUMAN RESOURCE CLERK REF NO: S-001315
Directorate: HRM

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
CLOSING DATE
APPLICATIONS

:
:
:

R142 461 per annum (plus benefits)
Odi District Hospital
A minimum of 3 years National Diploma /Degree in Human Resource Management with 1
year experience. Sounds Knowledge of HR Acts, Prescripts –Interpretation and
implementation thereof .Good knowledge of PERSAL System and Computer literacy.
Excellent communications and writing skills Good interpersonal relations.
Conduct Recruitment and Selection process in line with relevant Acts and Policies. Leave
Management, Capturing of PMDS documents on PERSAL as required by the DPSA.
Processing and submission of all HR mandates to GDF as required. Perform all Salary and
Personnel related matters. Effective and efficient management of HR administrative
aspects. Appointments, transfers termination, salary administration and management of
Condition of service. Assist with PILIR management and reporting thereof. Management of
overtime.
Mr. LR Sekwele, Tel No :( 012) 725 2460
15 July 2016
Applications can be delivered to: Odi District Hospital, Klipgat road, Mabopane, HR Section
or posted to: Odi District Hospital Private Bag x509, Mabopane.0190. or apply online
at:www.gautengonline.gov.za

POST 26/101

:

HUMAN RESOURCE CLERK: HRD, REF NO: S-001330
Re-advertised
Directorate: HRM

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

R142 461 per annum (plus benefit)
Odi District Hospital
National Diploma HRM/HRD, equivalent with minimum of 1year experience in Human
Resource Management and Training .Good communication skills (Written and Verbal),
Good interpersonal Relations, Computer literate (MS word, Power Point ,Excel).Must have
knowledge of PERSAL and Human Resource Development prescripts. A valid code 08
driver’s license will be added advantage.
Handle personnel enquiries; provide assistance with HRD function such as orientation and
induction, coordination of training, management of study leave, skills development audit
and monthly and quarterly statistics. Assist with filling of and safekeeping of HRD records
and capturing of PMDS, provide secretarial support to the training and Employment Equity
Committees.
Mr. LR Sekwele, Tel No :( 012) 725 2460
Applications can be delivered to: Odi District Hospital, Klipgat road, Mabopane, HR Section
or posted to: Odi District Hospital Private Bag x509, Mabopane.0190 or apply online at
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CLOSING DATE

:

15 July 2016

POST 26/102

:

LAUNDRY WORKERS (SENIOR SUPERVISOR) X2 POSTS REF NO: S- 001296
Directorate: Laundry Services

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
CLOSING DATE
APPLICATIONS

:
:

R 103 494 per annum ( plus benefits)
Masakhane Provincial Laundry
ABET Level 4. Between 5-10 years experience. Grade 10 between 2-5 years
experience.Grade 12,0-2 years experience. Good Communication and Sound Human
relations skills.
Supervision of staff. Discipline staff. Monitor arrival and departure of trucks. Controlling and
observing proper counting of clean/soiled linen. Marking/ Controlling of attendance register.
Arrange leave for staff. Filling and safekeeping of documents (Production). Attending Client
meetings. Contructing and evaluate staff according to PMDS Regualations.
Mr. Shitlabane,Tel No: 012-5646300
15 July 2016
Applications can be posted to: Masakhane Prov. Laundry and Cookfreeze Factory Private
Bag x 6 ROSSLYN 0200 or apply online at:www.gautengonline.gov.za

POST 26/103

:

LAUNDRY WORKERS (19) REF NO: S-001297
Directorate: Laundry Services

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:

CLOSING DATE
NOTE

:
:

R84 096 per annum (plus benefits)
Masakhane Prov. Laundry
Minimum ABET. Grade 10/12 Good Communication and sound Human Relations skills.
Previous experience of 2 years will be advantage.
Will be expected to work shifts. Sorting, Washing, Ironing, Packing and Transportation of
Linen to and from Hospitals and Clinic’s. Loading and off loading of Trucks. Clean keeping
of the Laundry Environment by following standard procedures. Ensure that Laundry
Equipment and adequate supplies are properly maintained. More detailed job descriptions
will be provided.
Mr. Shitlabane,Tel No: 012-5646300
Applications can be posted to: Masakhane Prov. Laundry and Cookfreeze Factory Private
Bag x 6 ROSSLYN 0200 or apply online at:www.gautengonline.gov.za
15 July 2016
Due to the large number of applications we envisage to receive, if you do not receive any
response within 2 months, please accept that your application was unsuccessful.

PROVINCIAL TREASURY
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

:

CLOSING DATE
NOTE

:
:

Please submit your applications at Gauteng Provincial Treasury: Ground Floor, Imbumba
House, 75 Fox Street, Marshalltown, Johannesburg, or posted to: Private Bag x 12,
Marshalltown, 2107.
15 July 2016
Applications must be submitted on form z83, obtainable from any Public Service
Department or on the internet at www.dpsa.gov.za/documents. The Completed and signed
form should be accompanied by a recently updated CV as well as certified copies of all
qualification/s and ID document( no copies of certified copies allowed, certification should
not be more than six months old). Suitable candidates will be subjected to Personnel
Suitability Checks (criminal record, citizen, credit record checks, qualification and
employment verification). Confirmation of final appointment will be subject to a positive
security clearance. All non SA citizens must attach a certified proof of permanent residence
in South Africa. Failure to submit all the requested documents will result in the application
not being considered. The persons appointed to this position will be subjected to a security
clearance. SMS candidates will be subjected to a competency assessment test and the
signing of a performance agreement and an employment contract. Correspondence will be
limited to short-listed candidates only. If you have not been contacted within three (3)
months after the closing date please accept that your application was unsuccessful. All
shortlisted candidates will be subjected to a technical exercise that intends to test relevant
technical elements of the job, the logistics of which will be communicated by the
department. Following the interview and technical exercise, the selection panel will
recommend candidates to attend a generic managerial competency assessment (in
compliance with the DPSA Directive on implementation of competency based assessment).

66

The competency assessment will be testing generic managerial competencies using the
mandated DPSA SMS competency tools”.
MANAGEMENT ECHELON
POST 26/104

:

DIRECTOR: STRATEGIC POLICY COORDINATOR
PERFORMANCE BASED CONTRACT)
Directorate: Office of the MEC

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R 864 177.00 per annum, (all-inclusive package)
Johannesburg
NQF level 7 in Business Management, or related field. A Post graduate qualification will be
an added advantage. A minimum of 5 years experience at Middle/ Senior Management
level. Minimum of 2-3 years in a managerial role relating to performance management and
reporting.
To provide proactive political, Strategic and administrative support to the MEC. To provide
effective administration support to the office of the MEC, Provide strategic policy analysis,
monitoring and evaluation support to the MEC, Ensure effective coordination of support on
parliamentary matters, Ensure effective coordination of responses to the public queries
directed to the portfolio of the MEC, Ensure strategic coordination support of government
business to the executive authority for Finance as leaders of Government Business, Liaise
and coordinate communication framework with relevant stakeholders.
Mr Robert Tsotetsi Tel, No: (011) 227 9000
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(5

YEAR

FIXED

TERM

ANNEXURE R
PROVINCIAL ADMINISTRATION: KWAZULU NATAL
DEPARTMENT OF ARTS AND CULTURE
It is our intention to promote representativity in the Department through the filling of these posts. The candidature of
applicants from designated groups, especially in respect of people with disabilities, will receive preference.
APPLICATIONS

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

The Director: Human Resources Management and Development: Department of Arts and
Culture, Private Bag X 9140, Pietermaritzburg, 3200 or Physical address: 171 Boshoff
Street, Pietermaritzburg, 3200
Mrs NIS Mbhele.
15 July 2016
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 comprehensive CV and certified copies of
original educational qualification certificates (not copies of certified copies), driver’s license
(where it is required) and properly certified 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. Under no circumstances will photostat copies or
faxed copies of application documents be accepted. Applicants, who do not receive
confirmation or feedback within two (2) 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. Applicants must also quote the relevant
reference number and the name of the publication in which they saw the advertisement.
Applicants, who do not comply with the instructions indicated above, will be disqualified.
Applications received after the closing date will be disqualified. Candidates should not send
their applications through registered mail as the Department will not take the responsibility
for non-collection of these applications. Furthermore, the appointment is subject to
personnel suitability checks that include qualifications, previous employment, criminal
records and credit verification as well as reference checking, as directed by the Department
of Public Service and Administration.
MANAGEMENT ECHELON

POST 26/105

:

DIRECTOR: ARTS DEVELOPMENT REF NO: DAC01/16

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
NOTE

:
:

R864 177.00 per annum [Salary Level 13] [An all-inclusive package to be structured in
accordance with the rules of Senior Management Service]
Pietermaritzburg, Head Office
An appropriate Bachelor’s Degree/ NQF7 or equivalent qualification, coupled with a
minimum of eight [8] years relevant experience in Arts Management, five [5] of which should
be at a managerial level [MMS/SMS] .Ability to work in a multi –disciplinary team. Good
understanding of the Public Service legislation and prescripts applicable to Government,
including systems and procedures. Ability to work independently, yet function optimally as
part of a dynamic team. Competency and experience in strategic planning, project
management and financial management. Extensive leadership experience. Good office
administration, planning and organizational skills. Good negotiation and conflict resolution
skills. Critical analysis, research, analytical and project management skills. Good
communication skills (written and verbal), Computer Literacy (MS Word, Excel,
PowerPoint, etc). Valid code 8/EB driver’s license.
Develop crafts and indigenous knowledge. Develop performing and non- performing arts.
Identify, nurture, promote and support emerging Artists. Liaise with relevant stakeholders
i.e Traditional Leaders, Municipalities, Artists and other Departments with regards to arts
development programmes. Develop, implement and manage arts policies, programmes
and processes for the Arts Development division Coordinate, facilitate and participate in
the Masisukume Sakhe Flagship projects and other flagship projects in line with customer
care vision. Supervise, develop and manage employees performance in accordance with
the Employee Performance Management and Development System (EPMDS).
Mr MB Mnguni: tel. [033] 264 3400
All SMS shortlisted candidates will be subjected to a technical exercise that intends to test
relevant technical elements of the job. Following the interview and technical exercise, the
candidates will also be subjected to a generic managerial competency assessment.
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OTHER POSTS
POST 26/106

:

DEPUTY DIRECTOR: UMZINYATHI DISTRICT- WESTERN REGIONAL OFFICE REF.
NO: DAC02/16

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

R726 276.00 per annum [Salary Level 12] [An all-inclusive package to be structured in
accordance with the rules of Middle Management Service]
Ladysmith/ Western Regional Office
An appropriate Bachelor’s Degree/National Diploma or equivalent qualification in Fine Arts,
Arts and Drama, Creative Arts, or equivalent qualification, coupled with a minimum of five
[5] years relevant experience, three [3] of which should be at a managerial level and a
proven track record in Arts and Culture. Ability to work in a multi-disciplinary team. Good
negotiation and conflict resolution skills. Critical analysis, research, and project
management skills. Ability to work independently, yet function optimally as part of a
dynamic team. Competency and experience in strategic planning and financial
management. Good office administration, planning and organizational skills. Good
understanding of Public Service legislation and prescripts applicable to government,
including systems and procedures. Knowledge of PFMA. Computer Literacy (MS Word,
Excel, PowerPoint, etc). Advanced communication skills (written and verbal). Valid code
8/EB driver’s license.
Manage the implementation of developmental programmes for the creative industry (visual
and performing) as well as business developmental programmes for Artists. Manage and
implement social cohesion programmes, moral regeneration, indigenous knowledge
system and culture advancement programmes. Manage translation services and literature
development programmes. Provide support to arts and culture structures. Manage the
functioning and implementation of programmes in arts and culture, cultural organisations
and cultural institutions. Coordinate, facilitate and participate in the Masisukume Sakhe
Flagship projects and other flagship projects in line with customer care vision. Ensure that
there is monitoring and evaluation of all service delivery projects of the directorate.
Supervise, develop and manage employees’ performance in accordance with the
Employee Performance Management and Development System (EPMDS).
Dr BNF Biyela: tel. [036] 637 7978

POST 26/107

:

DEPUTY DIRECTOR: ASSET MANAGEMENT REF NO: DAC03/16/

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

R612 822.00 per annum [Salary Level 11] [An all-inclusive package to be structured in
accordance with the rules of Middle Management Service]
Pietermaritzburg, Head Office
An appropriate Bachelor’s Degree/ National Diploma in Supply Chain
Management/Financial Management or equivalent qualification, coupled with a minimum
of five [5] years relevant experience, three [3] of which should be at a managerial level.
Knowledge of Public Service legislation and prescripts applicable to government, including
systems and procedures. Knowledge of PFMA, Treasury Regulations, HardCat, BAS,
SCM Framework Act, GAAP and GRAP. Good work ethics, honesty, reliability and team
work. Knowledge of Project management, Research and Policy development. Good office
administration, planning and organizational skills. Good communication skills [written and
verbal]. Good interpersonal relation skills. Computer Literacy [MS Word, Excel,
PowerPoint, etc. Valid code 8/EB driver’s license.
Manage fixed asset register for the department. Maintain an accurate fixed asset register
and monthly reconciliation between BAS and HardCat. Monitor development,
implementation and continuous review policy. Manage asset disposal process. Supervise,
develop and manage employees’ performance in accordance with the Employee
Performance Management and Development System (EPMDS).
Ms N Thomas: tel [033] 264 3400

POST 26/108

:

ASSISTANT DIRECTOR: PLANNING AND POLICY DEVELOPMENT CORPORATE
STRATEGY REF NO: DAC04/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

R311 784.00 per annum [Salary Level 09]
Pietermaritzburg, Head Office
An appropriate Bachelor’s Degree/ National Diploma in Public Administration or equivalent
Diploma, coupled with a minimum of three [3] years relevant experience. High level of
administration skills. Understanding of Public Service legislation and prescripts applicable
to government, including systems and procedures and Departmental mandate Knowledge
of project management, planning and organizational skills. Knowledge of reporting
procedures and compilation of management reports. Good communication skills (written
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DUTIES

:

ENQUIRIES

:

and verbal). Good interpersonal relations skills. Presentation and facilitation skills.
Computer Literacy (MS Word, Excel, PowerPoint, etc). Valid code 8/EB driver’s license.
Facilitate strategic planning process. Coordinate development of strategic documents of
the department. Provide strategic public policy analysis to Components. Undertake
departmental policy analysis •Coordinate implementation of Batho Pele programme in the
department.
Mr UM Ngcobo: tel. [033] 264 3400

POST 26/109

:

ASSISTANT DIRECTOR: EXECUTIVE SUPPORT REF NO: DAC05/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784.00 per annum [Salary Level 09]
Pietermaritzburg, Head Office
An appropriate Bachelor’s Degree/ National Diploma or equivalent Diploma, coupled with
a minimum of three [3] years relevant experience two [2] of which should be at a
supervisory level .Knowledge of Public Service legislation and prescripts applicable to
government, including systems and procedures. Good interpersonal relations skills.
Knowledge of project management, planning and organizational skills. Knowledge of
project management, planning and organizational skills Willingness to work outside normal
working hours. Computer Literacy (MS Word, Excel, PowerPoint, etc.) •Good
communication skills (written and verbal). Valid code 8/EB driver’s license.
Facilitate the provision of executive administrative support to the HOD. Provide institutional
support to the department’s stakeholders. Provide document management support
services. Ensure compliance in terms of mandates Supervise, develop and manage
employees’ performance in accordance with the Employee Performance Management
and Development System (EPMDS).
Ms N Hlophe: tel. [033] 264 34600

POST 26/110

:

ASSISTANT DIRECTOR: PROVINCIALISATION REF NO: DAC06/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784.00 per annum [Salary Level 09]
Pietermaritzburg, Head Office
An appropriate Bachelor’s Degree/National Diploma or equivalent Diploma, majoring in
Library and Information Science, coupled with a minimum of three [3] years library
experience. Sound knowledge of Public Library administrative procedures and services.
Good office administration, planning and organizational skills. Good communication skills
(written and verbal). Computer Literacy (MS Word, Excel, PowerPoint, etc). Valid code
8/EB driver’s license.
Provide input into the development of the unit’s policies and strategies and advice and
guide their implementation Implement the provincialization strategy by means of ensuring
sound operational maintenance of all affiliated libraries. Guide and monitor the
development and implementation of business plans and reporting. Maintain sound
relations with affiliated stakeholders in terms of Library Services function. Supervise,
develop and manage employees’ performance in accordance with the Employee
Performance Management and Development System (EPMDS).
Ms L Magazi: tel. [033] 345 2226

POST 26/111

:

LANGUAGE PRACTITIONER: LEXICOGRAPHY, TERMINILOGY AND LITERATURE
DEVELOPMENT REF NO: DAC07/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R211 194.00 per annum [Salary Level 7]
Pietermaritzburg, Head Office
An appropriate three (3) year National Diploma or equivalent Diploma, coupled with a
minimum of two [2] years relevant experience within a Language field. Proficiency in
IsiZulu/English. Good understanding of the Public Service legislation and prescripts
applicable to Government, including systems and procedures. Good office administration,
analysis and research. Good communication skills [written and verbal]. Computer literacy
[MS Word, Excel PowerPoint, etc]. Valid code /EB driver’s license
Collect, systematize and document concept/ terms belonging to a particular field. Verify in
order to establish their linguistic validity. Provide equivalents and coining terms. Edit, revise
and update terminology. Provide an information service, thereby rendering terminology and
linguistic assistance.
Mr AWS Ngcobo: tel. [033] 897 9000

POST 26/112

:

LIBRARIAN: MBAZWANE DEPOT REF NO: DAC08/16

SALARY

:

R211 194.00 per annum [Salary Level 7]

70

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

Mbazwane Library
An appropriate three (3) year National Diploma, majoring in Library and Information
Science, coupled with a minimum of two [2] years library experience. Sound knowledge of
Public Library administrative procedures and services Good office administration, planning
and organizational skills. Good communication skills (written and verbal). Computer
Literacy (MS Word, Excel, PowerPoint, etc). Valid code 8/EB driver’s license.
Control and coordinate circulation of library material. Provide user education training to the
public. Maintain and develop library collection. Coordinate and perform library
administration duties. Select material to build library collections. Maintain stock and library
environment. Conduct Library promotion programme within the community. Monitor and
evaluate usage of the library.
Ms Z Mdletshe: tel. [035] 571 6202

POST 26/113

:

LIBRARIAN: PINETOWN DEPOT REFNO: DAC09/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R211 194.00 per annum [Salary Level 7
Pinetown/ Durban
An appropriate three (3) year National Diploma, majoring in Library and Information
Science, coupled with a minimum of two [2] years library experience. Sound knowledge of
Public Library administrative procedures and services •Good office administration, planning
and organizational skills. Good communication skills (written and verbal). Computer
Literacy (MS Word, Excel, PowerPoint, etc). Valid code 8/EB driver’s license.
Co-ordinate the library material exchange system. Provide professional support to affiliated
libraries. Liaise with community/ affiliated libraries. Develop and maintain the library depot
collection. Co-ordinate the provision of promotions service to affiliated Libraries.
Ms PP Sidlova: tel. [031] 701 3237

POST 26/114

:

LIBRARIAN: PLANNING & RESEARCH REF NO: DAC10/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R211 194.00 per annum [Salary Level 7
Pietermaritzburg, Head Office
An appropriate three (3) year National Diploma, majoring in Library and Information
Science, coupled with a minimum of two [2] years library experience [postgraduate
qualification will be an added advantage]. Sound knowledge of Public Library administrative
procedures and services. Good office administration, planning and organizational skills.
Good communication skills (written and verbal). Computer Literacy (MS Word, Excel,
PowerPoint, etc) .Valid code 8/EB driver’s license.
Undertake research on the development of library services. Coordinate and monitor
implementation of library services special projects. Provide support in the monitoring of
implementation of library policies and professional standards. Train affiliated Librarians on
required procedures. Undertake the administration of library records for the Directorate
guidance to affiliated libraries. Coordinate the provision of training for depot and library staff
on policies and standards
Ms A Steenkamp: tel. [033] 341 3000

POST 26/115

:

ARCHIVIST: RECORDS MANAGEMENT: NORTHERN REGIONAL OFFICE REF NO:
DAC11/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R211 194.00 per annum [Salary Level 7]
Zululand, Ulundi
An appropriate three (3) year National Diploma with majors in History, Political Science or
Public Administration. Knowledge of the Archives Act and relevant legislation. Excellent
communication skills (written and verbal) Computer Literacy (MS Word, Excel, PowerPoint,
etc). Valid code 8/EB driver’s license.
Design, evaluate, implement and maintain records classification system. Provide records
management training. Conduct appraisal of records for the issuing of disposal authorities.
Conduct inspections to ensure compliance with proper records management practices.
Provide professional support and guidance to client offices and governmental bodies on
records management. Collect, arrange, describe and preserve non-public and public
records. Promote and market archival functions and services.
Mrs PP Mwandla: tel. [035] 879 8500

POST 26/116

:

CYBERCADET [COMMUNITY LIBRARY, COMPUTER ASSISTANT] X 2 POSTS

SALARY
CENTRE

:
:

R142 461.00 per annum [Salary Level 5
Qhudeni Library Ref No: DAC12/16
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Maphumulo Library Ref No: DAC13/16
Standard 10/Grade 12 certificate or equivalent certificate plus Comp Tia Accredited A +,
coupled with a minimum of six [6] months relevant experience. Good communication skills
[written and verbal]. Computer Literacy (MS Word, Excel, PowerPoint, etc). Valid code 8/EB
driver’s license.
Provide advice to Library users on the use of Information and Communication Technology
[ICT]. Conduct ICT training for public library users and ensure that ICT hardware, software
and network connectivity are maintained. Ensure adherence to ICT policies and guidance.
Provide support to the Librarian on the usage of ICT.
Ms G Mchunu [Qhudeni Library] tel. [034] 212 2459
Ms N Nkosi [Maphumulo Library] tel. [033] 701 1234

REQUIREMENTS

:

DUTIES

:

ENQUIRIES

:

POST 26/117

:

ADMINISTRATION CLERK: ACQUISITION MANAGEMENT REF NO: DAC14/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R142 461.00 per annum [Salary Level 5]
Pietermaritzburg, Head Office
Senior Certificate /Grade12 certificate or equivalent certificate, coupled with a minimum of
one [1] year relevant experience or as an Intern. Numeracy and literacy skills •Good
interpersonal relations. Ability to work under pressure and handle conflict situations. Good
verbal and written communication skills. Computer literacy (MS Word, Excel, PowerPoint
etc).
Process received requisitions of items in the course of facilitating the acquisition of goods
and services required by cost centers. Check received price quotations for compliance
and follow the evaluation and awarding process. Capture entities and commitments on
Basic Accounting System and/or HardCat asset management system. Verify, interpret and
understand specifications to ensure that correct items are procured. Prepare payments
for invoices certified by cost centers and forward complete documentation to Finance for
final processing. Render general clerical and records management support services.
Mr BR Dube tel. [033] 264 3400

POST 26/118

:

ADMINISTRATION CLERK: EXPENDITURE CONTROL REF NO: DAC15/16

CENTRE
SALARY
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

Pietermaritzburg, Head Office
R142 461.00 per annum [Salary Level 5]
Senior Certificate /Grade12 certificate equivalent certificate, coupled with a minimum of one
[1] year relevant experience or as an Intern. Numeracy and literacy skills •Good
interpersonal relations. Ability to work under pressure and handle conflict situations. Good
verbal and written communication skills. Computer literacy (MS Word, Excel, PowerPoint
etc).
Receive and compile payments. Capture payments and journals on BAS and capture S&T
claims on PERSAL for the Department. Maintain payment records and update files.
Reconcile paid vouchers against disbursements, post and file stubs and batch vouchers on
a monthly basis. Reissuing/ cancelling, interfaces Attend to queries related to the duties.
Mr B Socenywa. tel. [033] 264 3400

POST 26/119

:

PERSONNEL OFFICER: CONDITIONS OF SERVICE-HRM&D REF NO: DAC16/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R142 461.00 per annum [Salary Level 5]
Pietermaritzburg, Head Office
Standard 10/Grade 12 certificate or equivalent certificate coupled with a minimum of one
[1] year relevant experience or as an Intern. Good interpersonal relations. Basic knowledge
of PERSAL. Ability to work under pressure. Good communication skills (written and verbal).
Computer Literacy (MS Word, Excel, PowerPoint, etc).
Administer and process leave for all employees within the Department. Process
remuneration allowance and benefits on PERSAL. Process administration of Service
Conditions •Provide assistance to line functionaries on utilization matters.
Mr BS Mbatha: tel. [033] 341 3600

POST 26/120

:

ADMINISTRATION CLERK- COMPUTER SECTION REF NO: DAC17/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

R142 461.00 per annum [Salary Level 5]
Pietermaritzburg, Head Office
Standard 10/Grade 12 certificate or equivalent certificate, coupled with a minimum of one
(1) year relevant experience, preferably in a library or book environment. Computer
Literacy (MS Word, Excel, PowerPoint, etc).
Assist with the procurement of computer equipment and other ICT services. Perform asset
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management and distribution for ICT. Perform administrative duties for SLIMS support to
the directorate. Provide administrative support to the Computer Section. Maintain records
management for Computer Section.
Ms G Odendaal: tel. [033] 341 3000

ENQUIRIES

:

POST 26/121

:

ADMINISTRATIVE ASSISTANT (TRANSCRIBER) - ARCHIVES X2 POSTS REF NO:
DAC18/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R142 461.00 per annum [Salary Level 5]
Pietermaritzburg, Head Office
Standard 10/Grade 12 or equivalent certificate (an appropriate qualification will be an
added advantage). Good communication (written & verbal) skills. Good listening skills.
Good results in both English & Isizulu. Good problem solving and analysis. Good office
administration, planning and organizational skills. Intermediate computer skills (MS Word,
Excel, PowerPoint, etc).
Transcribe audio data into an archivable documentation. Transcribe written
documentation into archivable documentation. Proof - read other transcribed
documentation. Authenticate all unclear data.
Mr MM Hadebe. tel. [033] 341 3611

POST 26/122

:

LIBRARY ASSISTANT- PINETOWN DEPOT REF NO: DAC19/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R119 154.00 per annum [Salary Level 4]
Pinetown Depot
Standard 10/Grade 12 certificate or equivalent certificate, coupled with a minimum of one
(1) year relevant experience, preferably in a library or book environment •Computer
Literacy (MS Word, Excel, PowerPoint, etc).
Administer the library material exchange system .Maintain the Library Depot collection and
environment. Receive Library material from Preparations Section. Prepare statistics for
issued and returned library materials. Assist in maintaining collection and environment in
affiliated libraries.
Ms PP Sidlova. tel. [031] 701 3237
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ANNEXURE S
PROVINCIAL ADMINISTRATION: NORTH WEST
DEPARTMENT OF COMMUNITY SAFETY AND TRANSPORT MANAGEMENT
This Department 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 these posts and candidates whose
transfer/promotion/appointment will promote representivity will receive preference. An indication in this regard will
facilitate the processing of applications.
APPLICATIONS

:

FOR ATTENTION
CLOSING DATE
NOTE

:
:
:

The Head of Department, Department of Community Safety and Transport Management,
Private Bag x19, MMABATHO 2735, Office No. 136, 1st Floor, Tirelo building, Albert Luthuli
Drive
Ms. Gadifele Noge
29 July 2016, 16hrs
(a) Applications must be accompanied by signed and dated Z83, a recent updated
Comprehensive CV with at least names of three (3) referees with current contact details,
originally certified copies of all qualification(s), and ID-document/National Identity card.
Failure to submit the requested documents will result in the application not being
considered. (b) All qualifications will be verified. Persons in possession of a foreign
qualification must furnish this Department with an evaluation certificate from the South
African Qualification Authority (SAQA). (c) Positions requiring tertiary qualification/s must
be accompanied by certified copies of academic record/ transcript(s). (d) Candidates must
indicate the number of the post/reference number in their applications. (e) Candidates
requiring additional information regarding an advertised post, must direct their enquiries to
Ms Gadifele Noge. (f) Applications should be forwarded in time to the department since
applications received after the closing date indicated below will as a rule not be accepted.
Faxed and emailed applications are not accepted. (g) It will be expected of candidates to
be available for selection interviews on a date, time and place as determined by the
Department. (h) The Department reserves the right not to make appointments and
correspondence will be limited to shortlisted candidates only. (i) Previous employment
records will be verified. All appointments are subjected to a positive qualifications
verifications as well as security clearance and vetting. (j) SMS appointments are also
subjected to SMS competency assessment as a DPSA requirement. (k) All shortlisted
candidates for SMS posts will be subjected to a technical exercise that intends to test
relevant technical elements of the job.
MANAGEMENT ECHELON

POST 26/123

:

CHIEF-DIRECTOR: TRANSPORT REGULATIONS REF NO: 01/2016/17
Chief Directorate: Transport Regulations

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

R988 152 pa (SL14) (All-inclusive package which includes a basic salary 70% guidelines.
The successful candidate will be required to sign performance agreement and an
employment contract).
Head Office, Mahikeng
Grade 12 Certificate*A relevant (NQF level 7) qualification in Transport Management or any
related qualification within the Transport Sector recognised by SAQA coupled with five (5)
years’ experience at senior management within the Transport Environment. Valid Driving
License. Computer Literacy. KNOWLEDGE: Broad knowledge and understanding of
Government Policies and other relevant prescripts. In depth knowledge of legislative
prescripts governing Transport Sector. Ability to conceptualize policy and apply it
successfully. Policy analysis and interpretation. SKILLS: Ability to interact professionally
and effectively with diverse stake holders. An innovative, assertive and confident approach.
Ample initiative and an independent work ethic, self-motivated and reliable. Strategic
capability and leadership, Financial management, excellent report writing, analytical
thinking, decision making and problem solving skills. Client orientated and customer focus
and results driven. High level communication and presentation skills. Ability to interact at
both strategic and operational level. A valid driving license and computer literacy are
essential. Ability to work under pressure. Project Management skill.
Manage the implementation and coordination of Transport regulations. Manage and control
registration authorities and enforce compliance with Legislation. Manage and control
operator Licenses and permits. Monitor Compliance and enforce Traffic Laws. Monitor
Compliance to Legislation in terms of Traffic Control Centers including Weghbridges.
Oversee the management of abnormal loads and permits. Oversee the successful
implementation of special road safety projects or campaigns. Oversee the development of
road safety strategies. Manage and control all the resources within the Chief Directorate.
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Provide Strategic Leadership.
Mr.O.Mosiane, Tel. Nr (018) 200 8009
NB : Preference will be given to female applicants

ENQUIRIES
NOTE

:
:

POST 26/124

:

DIRECTOR: MACRO PROVINCIAL TRANSPORT SYSTEM REF NO: 02/2016/17
Chief Directorate: Transport Operations
Directorate: Macro Provincial Transport System

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
NOTE

:
:

R864 177.00 pa (SL 13) (All-inclusive package which includes a basic salary 70%
guidelines. The successful candidate will be required to sign performance agreement and
an employment contract).
Head Office, Mahikeng
Grade 12 Certificate, A relevant (NQF level 7) qualification in Transport Management or
any related qualification within the Transport Sector recognised by SAQA coupled with five
(5) years’ experience at middle management within the Transport Environment. Valid
Driving License. Computer Literacy. Project Management will be a strong recommendation,
Knowledge: Knowledge of National Land Transport Act, Act 05 of 2009. Knowledge of
White Paper on National Transport Policy, 1996. Knowledge of Public Service Act, Rules
and Regulations. Knowledge of Public Finance Management Act. Be able to demonstrate
sufficient knowledge of public and freight transport operations in the North West Province.
Skills: Strategic capability and leadership. Programme and Project management. Financial
Management. Service delivery innovation. Analytical skills, problem solving and the ability
to work independently and under pressure. People management and empowerment.
Verbal and written communication skills at a high level. Willingness to travel and work
irregular hours. Have the ability to generate new ideas and improve where circumstances
require. Be able to formulate, write reports and communicate at the highest level. Must
have good interpersonal skills and be able to maintain a positive interpersonal relations and
be able to work as part of team as an individual.
Manage personnel of the Directorate and provide effective guidance on implementation of
government policies and regulations. Manage the implementation of National Transport
Policy and Land Transport Acts. Manage the development and implementation of Provincial
Transport Policy, Legislations and coordination of Transport Planning processes of all
modes of transport. Manage the coordination of transport initiatives at Municipalities level.
Produce annual report on the state of Transport in the North West Province. Facilitate the
development for Transport Sector in the Province. Contribute to National Policy Framework
for the Transport Sector.*Manage and review applications for Integrated Plans of
Municipalities and make final recommendations. Perform Oversight roles of Provincial
Regulatory Bodies, Transport Government Components, entities and usage of inland
waterways Transportation. Provide Strategic Leadership.
Ms M. Dayel, Tel. Nr (018) 200 8027
NB: Preference will be given to female applicants

POST 26/125

:

DIRECTOR: MONITORING & OVERSIGHT REF NO: 03/2016/17
Chief Directorate: Civilian Secretariat for Police Service
Directorate: Monitoring & Oversight

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

R864 177.00 pa (SL 13) pa (All-inclusive package which includes basic salary 70%
guidelines. The successful candidate will be required to sign performance agreement and
an employment contract).
Head Office, Mahikeng
Grade 12 Certificate, A relevant (NQF level 7) qualification in Policing/ Law recognised by
SAQA coupled with five (5) years’ experience at middle management within the Civilian
Oversight Environment. Valid Driving License. Computer Literacy. Knowledge: Knowledge
of the Civilian Secretariat for Police Service Act, 2011. Knowledge of Public Service Act,
Rules and Regulations. Knowledge of Public Finance Management Act. Adequate
Knowledge and understanding of prescripts governing the safety and Security sector.
Skills: Strategic capability and leadership. Programme and Project management. Financial
Management. Service delivery innovation. Analytical skills, problem solving and the ability
to work independently and under pressure. People management and empowerment.
Verbal and written communication skills at a high level. Willingness to travel and work
irregular hours. Have the ability to generate new ideas and improve where circumstances
require. Be able to formulate, write reports and communicate at the highest level. Must
have good interpersonal skills and be able to maintain a positive interpersonal relations and
be able to work as part of team as an individual.
Manage personnel of the Directorate and provide effective guidance on implementation of
government policies and regulations. Monitor the implementation of Civilian Secretariat for
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ENQUIRIES
NOTE

:
:

Police Service Act 2011 in relation to monitoring and Oversight of the SAPS functions in
the Province. Evaluate and monitor police conduct in the Province. Develop and evaluate
safety models and monitoring. Assist the Civilian Secretariat with any monitoring and
evaluation projects. monitor and evaluate the implementation of policing policy in the
Province. Evaluate and review practices, methodologies and performance of the police
service in the province and compile reports. Provide Strategic Leadership.
Ms N.Num, Tel. Nr (018) 200 8030
NB: Preference will be given to female applicants
OTHER POSTS

POST 26/126

:

DEPUTY DIRECTOR: SECURITY AND FACILITIES MANAGEMENT REF NO:
04/2016/17
Sub Directorate: Security And Facilities Management

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
NOTE

:
:

R612 822 .00 pa (SL 11) (All-inclusive package which includes a basic salary 70%
guidelines. The successful candidate will be required to sign performance agreement and
an employment contract).
Head Office, Mahikeng
Grade 12 Certifocate. A 3 year tertiary qualification in Security Services / Policing/ Law or
any relevant 3 year tertiary qualification in the Security/ Facilities sector coupled with a
minimum three (3) to five (5) years relevant management experience within the Security/
facilities environment. Valid Driving License. Computer Literacy. No criminal record (Proof
to be attached). Skills: Knowledge of Security and Facilities Management prescripts and
legislations. Occupational Health and Safety Act. Communication Skills. People
management skills. Report writing skills. Investigations skills. Interpersonal skills. Conflict
Management and problem solving skills. Presentation and facilitation skills.
Conduct security risk assessment, Develop, implement and monitor departmental Security
risk management strategy. Formulate and ensure compliance to Departmental security
policies. Ensure compliance to Minimum Information and Security Standards. Facilitate
staff vetting and security clearance. Ensure information, control and physical security.
Coordinate protocol and security arrangements within the Department. Coordination of
Departmental Office Space. Facilitate Infrastructure Maintenance Oversee the provision of
cleaning services as well as messenger services in the Department.
Ms. S. Mpolokeng, Tel. Nr (018) 200 8021
NB: This appointment will be subjected to security vetting

POST 26/127

:

DEPUTY DIRECTOR: TRANSPORT TERMINALS- PILANESBURG AIRPORT REF NO:
05/2016/17
Chief Directorate: Transport Operations
Sub Directorate: Transport Terminals (Airport)

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

R612 822 .00 pa (SL 11)pa (All-inclusive package which includes basic salary 70%
guidelines. The successful candidate will be required to sign performance agreement and
an employment contract).
PILANESBURG AIRPORT, MOGWASE
Grade 12 Certificate, A three year tertiary qualification in Transport/ Aviation Management
plus a minimum of three (3) to five (5) years relevant management experience in the
Aviation Environment. Valid Driving License. Computer Literacy. KNOWLEDGE:
Knowledge of Public Sector. Constitution of South Africa. Drafting and analyzing policies
(Communication Policy). Public Service Act, PFMA and accompanying Treasury
Regulations Act and relevant Regulations. Public Service Code of Conduct. Aviation
Authority/ Air Transport Prescripts. SKILLS, Communication skills (verbal and written) and
decision making. Leadership and management. Planning and organizing. Editing and
compilation of publication. Coordination and organizing the Provincial events or awareness
campaign. Interpersonal relations. Networking, analytical thinking and problem solving.
Project management. Report writing and presentation skills.
Ensure proper management and administration of the Airport. Ensure Compliance to
SACAA and other Air Transport related standards. Develop and analyze aviation policies,
strategies and procedures. Managing Compliance with airport quality control operations.
Managing compliance with recommended airport safety systems. Providing administrative
support services for the Airport*Manage all resources within the directorate.
Ms M. Dayel, Tel. Nr (018) 200 8027
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POST 26/128

:

DEPUTY DIRECTOR: HUMAN RESOURCE STRATEGY, PLANNING & INFORMATION
MANAGEMENT REF NO: 06/2016/17
Chief Directorate: Corporate Services
Directorate: Human Resource Management

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

R612 822 .00 pa (SL 11) (All-inclusive package which includes a basic salary 70%
guidelines. The successful candidate will be required to sign performance agreement and
an employment contract).
Head Office, Mahikeng
Grade 12 Certificate, A three year tertiary qualification in Human Resource Management/
Public Administration/ Commerce or any 3 year tertiary qualification with specialisation in
Human Resource plus a minimum three (3) to five (5) years relevant management
experience in the Human Resource Planning and Strategies/ Information Management
environment. Valid Driving License. Computer Literacy. Persal Literacy (certificate to be
attached) in Establishment or Personnel Administration. Knowledge And Skills: Knowledge
of Government transformation imperatives. Good communications and presentation skills.
Computer Literacy. Creative, Innovative person. Conflict Resolution and Negotiations skills.
Ability to solve complex problem. Ability to interpret and apply policies. Coordination and
facilitation skills. Knowledge of Public Service Act and Regulations.
Assessment of HR Component’s ability to deliver and service improvement Mechanism.
Develop, manage and monitor Employment Equity Plan and reporting thereof. Generate
monthly reports to monitor and improve Human Resource data integrity. Develop, manage
and monitor Human Resource Plan and reporting thereof. Manage HR Information
Management, post establishment Control and reporting.
Ms. M.S Tselapedi, Tel. Nr (018) 200 8055

DEPARTMENT OF RURAL, ENVIRONMENT AND AGRICULTURAL DEVELOPMENT
This Department is an Equal Opportunity Affirmative Action Employer. It is our intention to promote representatively
(race, gender and disability) in the Department through the filling of this post and candidates whose
transfer/promotion/appointment will promote representatively will receive preference. An indication in this regard
will facilitate the processing of applications.
APPLICATIONS

:

FOR ATTENTION

:

CLOSING DATE
NOTE

:
:

Applications quoting the relevant reference, should be forwarded to the Director – Human
Resource Management, Department of Rural, Environment and Agricultural Development,
Private Bag X2039, Mmabatho 2735
Ms N.Vilakazi or delivered at AgriCentre Building, corner Dr James Moroka and Stadium
Roads Mmabatho.
15 July 2016
Application must be submitted on form Z83, obtainable from any Public Service Department
or on the internet at http: //www. info.gov.za/documents/forms/employ.pdf and should be
accompanied by a recently updated, comprehensive CV as well as copies of all qualification
(s) [Matric certificate must also be attached] and ID document and Driver’s licence [where
applicable]. Non-RSA Citizens/ Permanent Resident Permit Holders must attach a copy of
his/her Permanent Residence Permit to his/her application. Should you be in possession
of a foreign qualification, it must be accompanied by (SAQA). Failure to submit all the
requested documents will result in the application not being considered. Correspondence
will be limited to short listed candidates only. If you have not been contacted within three
(3) months after the closing date of this advertisement, please accept that your application
was unsuccessful. Suitable candidates will be subjected to a personnel suitability check
(criminal record check, citizenship verification, financial/asset record check,
qualification/study verification and previous employment verification). Successful
candidates will be required to enter into a performance agreement and to undergo a
competency assessment. Successful candidates will be appointed on a probation period
of twelve 12 to 24 months. The Department reserves the right not to make appointment (s)
to the advertised posts.
MANAGEMENT ECHELON

POST 26/129

:

CHIEF FINANCIAL OFFICER

SALARY

:

CENTRE
REQUIREMENTS

:
:

R1 042 500 per annum (all-inclusive remuneration package) (Level 14)(Ref. NWREAD
01/06/16)
Mahikeng - Head Office
Postgraduate qualification in Financial Management/Accounting, 10 years’ experience in a
financial management environment, of which 5 years should have been at Senior
Management level from Public Service and equivalent level from Private Sector, Valid
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DUTIES

:

ENQUIRIES
NOTE

:
:

registration with professional accounting/international obtained qualification must be
verified by SAQA, Valid driver’s license. Competencies Knowledge of GRAP, PFMA,
Treasury Regulations and Guidelines, Public Service Anti-corruption and Fraud Prevention
measures, Knowledge of Government’s accounting and financial systems and Public
Service legislative frameworks, Financial management, Strategic capability and leadership,
Programme and project management, Change management, Knowledge management,
Service delivery innovation, Problem solving and analysis, People management and
empowerment, Client orientation and customer focus, Communication, Honesty and
integrity, Planning and stakeholder relationship management skills, including the ability to
liaise and operate within intergovernmental context, Policy formulation and analysis skills.
Establish and maintain financial management structures, Support and advise the Head of
Department (Accounting Officer) pertaining to matters that have strategic and financial
implications and assist Senior Managers in the execution of their functions, Oversee the
departmental budget preparation process, provide advice and support to stakeholders and
review the final draft budget before submission to relevant authorities, Manage the
engagements with auditors, Review and manage the finalisation of quarterly and annual
financial statements, Provide financial and supply chain management strategic support to
internal stakeholders, Ensure the effective and efficient, economical and transparent use
of financial and other departmental resources (including assets), Utilise applicable systems
for monitoring and reporting of procurement, expenditure, assets and liabilities.
Ms KO Nyezi, tel: (018) 389 -5532
Successful candidates will also be subjected to security clearance processes and will be
required to enter into a performance agreement and to undergo a competency assessment.
OTHER POSTS

POST 26/130

:

CONTROL ENVIRONMENTAL OFFICER GRD B – DEVELOPMENT IMPACT
MANAGEMENT REF NO: NWREAD 001/06/16
Directorate: Environmental Quality Management

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

NOTE

:

ENQUIRIES

:

An appropriate salary will be determined according to the regulatory framework based on
OSD.
Mafikeng - Head Office
A recognized three (3) year Bachelor’s Degree/Diploma in field of Environmental Science /
Management or relevant equivalent qualification, Six (6) years’ experience in supervision,
management and administration of Environmental Impact Assessment applications
process will be an added advantage, Knowledge and Experience in EIA administrative
systems (GIS), Must be able to work under pressure and able to interact with a diversity of
clients and staff. A valid driver’s license.
To manage and administer the Environmental Impact Assessment applications process.
To ensure that administrative procedures for the processing EIA and other environmental
related applications are executed effectively and effectively on time, To ensure that EIA
applications, Section 24G applications, drafted Environmental Authorisations, and
comments drafted on Basic Assessment Report and Environmental Impact Assessment
Reports from Department of Mineral Resources are reviewed and finalized within legislated
time frame. To manage and supervise Control Environmental Officers Grade A of all
districts •Ensure all applications are captured in National Environmental Authorisation
System •Provide technical and procedural advice to stakeholders on the NEMA EIA
Regulations.
Thorough management, knowledge and experience in National Environmental
Management Act, 1998, as amended, and the environmental impact assessment (EIA)
2010 and 2014 Regulations, Sound understanding of Environmental issues, environmental
management and environmental law, Must have proven verbal and written communication,
and computer literacy skills. Ability to timeously produce thorough and informative
documents, and to manage and formulate clear, concise and legally defensible decisions
•Analytical thinking skills, and ability to identify, analyse, understand and communicate
environmental issues •Must be able to work under pressure and able to interact with a
diversity of clients and staff.
Ms Portia Krisjan, tel. (018) 389 5995

POST 26/131

:

CONTROL ENVIRONMENTAL OFFICER GRD B – DEVELOPMENT IMPACT
MANAGEMENT REF NO: NWREAD 02/06/16
Directorate: Environmental Quality Management

SALARY

:

An appropriate salary will be determined according to the regulatory framework based on
OSD.
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CENTRE
REQUIREMENTS

:
:

Mafikeng - Head Office
An appropriate, recognised 3-year tertiary qualification in Natural or Physical Sciences,
Environmental Sciences or Chemical Engineering (or an equivalent, appropriate
qualification) with 4 year extensive appropriate working experience in air quality
management field especially licencing, Sound interpersonal and communication skills
(verbal and written), Proven supervisory and mentoring experience, Knowledge of financial
and human resource management and administration Knowledge of policy formulation and
implementation, knowledge and experience in project management, experience in
planning, organising and report writing, computer literacy (MS Word, Excel and
PowerPoint), Knowledge and experience of environmental management, including air
quality management, knowledge and working experience of environmental legislation,
policies and regulations, A valid code 08(EB) driver’s license, Ability to interpret and
analyse statistics, air quality and epidemiological information, A qualification or a course(s)
in Air Quality Management/ Air Pollution Control will serve as a recommendation
Develop and implement air quality management systems, which includes amongst others,
information, licensing and air quality monitoring systems, support municipalities with
licensing atmospheric emitters and ambient air quality monitoring programmes, Conduct
inspections on listed activities, manage technical advice and comments on complex air
quality impact reports and environmental impact assessment reports and technical reports
on air quality management, Manage the administration, financial and human resources of
the component, monitor compliance of relevant policies and legislation and enforce relevant
statutory provisions with regard to NEMA and NEM:AQA, the conditions of licenses,
comment on relevant draft legislation, policies, norms and standards.
Mr. Percy Matlapeng, tel. (014) 597 3597

DUTIES

:

ENQUIRIES

:

POST 26/132

:

ENVIRONMENTAL OFFICER GRADE B - DEVELOPMENT IMPACT MANAGEMENT (3
POSTS) REF NO: NWREAD 03/06/16
Directorate: Environmental Quality Management

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

An appropriate salary will be determined according to the regulatory framework based on
OSD. (Ref. NWREAD (03/06/16) Mafikeng (1) Rustenburg (2) Posts
(1) Mahikeng (2) Bojanala
A recognized three (3) year Bachelor’s Degree/Diploma in field of Environmental Science /
Management or relevant equivalent qualification, Experience in evaluation of
Environmental Impact Assessment applications process will be an added advantage,
Knowledge and Experience in EIA administrative systems (GIS), A valid driver’s license,
Thorough knowledge and experience in National Environmental Management Act, 1998,
as amended, and the environmental impact assessment (EIA) 2010 Regulations, Sound
understanding of environmental issues, environmental management and environmental
law, Must have proven verbal and written communication, and computer literacy skills,
Ability to timeously produce thorough and informative documents, and to formulate clear,
concise and legally defensible decisions, Analytical thinking skills, and ability to identify,
analyse, understand and communicate environmental issues, Must be able to work under
pressure and able to interact with a diversity of clients and staff.
To evaluate and investigate the impact of mining, urban, industrial utility and other forms of
development, within the context of various integrated environmental management tools
including EIAs, SEA & EMPs, Manage EIA process, including the drafting of environmental
authorizations, Capturing of applications in National Environmental Authorisation System.
Providing environmental comments on the land development process and IDP documents,
Provide technical and procedural advice to stakeholders.
Ms Ellis Thebe, tel. (018) 389 5099

POST 26/133

:

ENVIRONMENTAL OFFICER PRODUCTION GRADE C-SUB-DIRECTORATE:
ENVIRONMENTAL EDUCATION REF NO: NWREAD 04/06/16
Directorate: Environmental Empowerment Services

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

An appropriate salary will be determined according to the regulatory framework based on
OSD.
Buxton Environmental Education Centre – Taung
A three year Diploma in Environmental Education / Environmental Education or equivalent,
Computer literacy and valid driver’s license, Conflict management skills, The successful
candidate will have proven communication skills, a thorough understanding of National
Curriculum Statements, and the South African Education policy, Thorough knowledge of
Environment and Conservation legislation. Experience in developing and rendering
Environmental Education programmes to school groups will be an added advantage.
Coordinate Environmental programmes for visiting schools groups-consult and liaise with
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schools prior to the visit, Ensure full integration of the Environment into the curriculum in
the learning programmes, Develop resources learning materials for both the GET and FET
levels of education, Coordinate and facilitate Environmental Outreach programmes,
Undertake Game drives and Nature Trails and initiate School based Sustainable projects
that will respond to challenges of Climate Change, Show Environmental Videos, Coordinate
and conduct Educators workshops, Assist with the coordination of District Environmental
District Forums, Coordinate and conduct Environmental career’s Exhibitions.
Ms. L Diale, tel. (018) 389 5323

ENQUIRIES

:

POST 26/134

:

ENVIRONMENTAL OFFICER GRADE B SUB - DIRECTORATE: ENVIRONMENTAL
EDUCATION REF NO: NWREAD 05/06/16

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES

:

An appropriate salary will be determined according to the regulatory framework based on
OSD
Ngaka Modiri Molema – Mahikeng
An appropriate recognized Bachelor’s degree/ National Diploma in Environmental
management/ Degree in Nature Conservation or equivalent qualification, Good knowledge
of environmental and Conservation issues, legislation, policy and international conventions,
Project Management skills, Computer literacy, Problem solving skills, Ability to
communicate at all levels, High level of initiative, Ability to solve problem, Ability to work in
the office and field environment, Ability to work in team and independently, Driver’s license.
Knowledge of the North West province will be an added advantage.
Develop and implement Environment and Conservation awareness programme in the
district. (E.g. Implementation campaigns on Environmental Calendar days & awareness on
natural resource management) •Develop a plan to improve institutional arrangement •(e.g.
Establishment of youth Clubs Structures) Develop and ensure implementation of
projects/programme plans for identified projects.
Ms. Lebo Diale Tel 018 3895751

POST 26/135

:

DEPUTY DIRECTOR REF NO: NWREAD 06/06/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

All-inclusive salary package of R 612 822 per annum (Level 11)
Northern Sub District – Ngaka Modiri Molema District
A Bachelors’ degree in Agricultural Field with relevant experience. Must have business plan
development skills. An insight of Project Management will be an added advantage. Good
communication and listening skills. Computer literacy (MS Word, MS Excel, MS PowerPoint). A valid driver’s licence.
Manage the provision of extension services care in the Sub district. Implement priority
departmental programmes and project in the Sub district. Consolidate budget and manage
the implementation of operational plans of the sub districts to achieve regional targets.
Manage KRAs and work plans of subordinates. Monitor and evaluate progress on all
projects and programs. Report progress on Sub Regional activities. •Liaise with other
departments, municipalities, NGOs and farmers in order to promote integrated planning
and development in the Sub region. To participate in district management activities.
Mr M J Molefe, tel. (018) 3841498

POST 26/136

:

ASSISTANT DIRECTOR – HUMAN RESOURCE STRATEGY AND PLANNING REF NO:
NWREAD 07/06/16
Directorate – Human Resource Management

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784 per annum (Level 9)
Mahikeng – Head Office
A Bachelor’s degree/national Diploma qualification in Human Resource Management or
Social Science or Public Administration, 5 year experience in Human Resource
Management (HR Planning field) of which 3 years should be at supervisory level.
Knowledge of Public Service Regulations and Public Service Prescripts, Knowledge of
Human Resources best practices, Good Communication (verbal and writing) skill and
interpersonal skills, report writing skills, presentation and facilitation skills, computer skills
(Ms Work, Excel and Persal system).
Manage development, implementation and monitoring of Human Resource Plan, Manage
development of procedure guidelines and monitor policy implementation, Compile statutory
reports, Monitor, evaluate and report on Human Resource Planning matters, Render
management and development of divisional staff.
Ms. S.V. Menyatswe, tel. (018) 3895670
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POST 26/137

:

ASSISTANT DIRECTOR – ORGANISATIONAL DEVELOPMENT REF NO: NWREAD
08/06/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784 per annum (Level 9)
Mahikeng – Head Office
Tertiary qualification in Human Resource Management or Social Sciences or Public
Administration, 5 year experience in Human Resource Management field and as Job
Evaluation Analyst of which 3 years should be at supervisory Level, Job evaluation analyst,
Trained Work Study Officer will be an added advantage, Knowledge of Public Service
Regulations and Public Service Prescripts, Insight into Human Resource best practices,
Ability to work under pressure, Good Communication (verbal and writing) skill and
interpersonal skills, report writing skills and presentation and facilitation skills, computer
literacy skills (Ms Work, Excel and Persal system) Valid driver’s license.
The developing and monitoring of departmental organisational and post structures, The
managing and maintaining of organisational structures and post establishment records,
Coordinating, facilitating and conducting job evaluation process, Provide support on
development/review of job descriptions and specialist advice on job evaluation, Manage
provisioning of establishment statistics/reports, Provisioning of staff and management
support on establishment matters, Provide inputs on the development and implementation
of job evaluation policy, Capturing of Persal transactions and staff records on Persal
system. Render management and development of unit staff.
Ms. S.V. Menyatswe, tel. (018) 3895670

POST 26/138

:

ASSISTANT DIRECTOR – PERFORMANCE
SERVICE Ref NO: NWREAD 09/06/16
Directorate - Human Resource Development

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R311 784 per annum (Level 9)
Mahikeng – Head Office
Bachelor’s Degree or National Diploma in Human Resource Management or equivalent
qualification plus Relevant post-qualification experience in Human Resources, dealing
majorly with performance management at various levels. Relevant experience in analytical
skills; knowledge of high level of submissions to management; advise management for
decision-making on PMDS issues; and calculations as well as the compilation of budgetary
statistical data for decision making by management, Presentation skills and giving guidance
on the total implementation of PMDS in the Department, Advanced computer literacy,
knowledge of Performance Management and Development System, Public Service Act and
Regulation.
Provide support to the departmental staff on PMDS matters, Make submission and
approvals for the processing and payments of PMDS outcomes. Make presentations and
briefings to staff on all PMDS issues, Compile statistical data for managements’ decision
making, Advise management on all PMDS issues, Deal with PMDS grievances of staff,
Organise and champion all moderation sittings and outcomes programmes, Capture and
maintain records of all performance agreements, both for Senior Management Service
(SMS) and levels 1 to 12, Liaise with the DPSA on records captured on PERSAL and liaise
with the Unit of Salaries during the payment period, Manage the staff working in the PMDS
Unit, Good organising skills, good mannered and interpersonal relations, Reliable,
hardworking, trustworthy and able to work within a team, Selfdriven, self-starter, innovative
thinker, confident, passionate about the work, having a positive attitude, committed,
motivated, good listener, good interpersonal skills, role player and willing to go the extra
mile, The candidate must be willing to serve her duties with utmost integrity,
professionalism, respect and abide by the values and principles the organisation.
Mr. B. Mosenogi, tel. (018) 389 5673

POST 26/139

:

ADMINISTRATION ASSISTANT DIRECTOR PAYMENTS REF NO: NWREAD 10/06/16
Directorate – Financial

SALARY
CENTRE
REQUIREMENTS

:
:
:

R311 784 per annum (Level 9)
Mahikeng (Head Office)
A Bachelor’s Degree or National Diploma in Financial Accounting, Minimum three years
’experience in Financial Accounting Environment, Minimum three year in supervisory
position, Good verbal and written communication skills, Good understanding of the PFMA,
Treasury Regulations and DORA, Good command of Excel, PowerPoint and Word
packages, Driver’s licence, Ability to work under pressure and meet tight deadlines,
Understanding of government financial reporting framework •Good understanding of
financial systems.
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MANAGEMENT

DEVELOPMENT

DUTIES

:

Manage head office creditors’ payments function, Liaise with creditors on all payment
queries, Assist core programmes with all payment related issues, Prepare management
expenditure reports, Safeguard all creditors related records, Provide support to districts on
all payments related processes, Register and maintain departmental entity database,
Prepare audit file support schedules for all financial statements, Manage, develop and train
officials.
Mr G Duiker, tel. (018) 389 5662

ENQUIRIES

:

POST 26/140

:

ASSISTANT DIRECTOR – BANKING AND BOOKKEEPING REF NO: NWREAD
11/06/16

SALARY

:

REQUIREMENTS

:

DUTIES

:

ENQUIRIES

:

R311 784 per annum (Level 9)
Mahikeng (Head Office)
A Bachelor’s Degree or National Diploma in Financial Accounting, Minimum three years’
experience in Financial Accounting Environment, Minimum three year in supervisory
position, Good verbal and written communication skills, Good understanding of the PFMA,
Treasury Regulations and DORA, Good command of Excel, PowerPoint and Word
packages, Driver’s licence, Ability to work under pressure and meet tight deadlines,
Understanding of government financial reporting framework, Good understanding of
financial systems, Knowledge of Persal will be added advantage.
Manage the bank reconciliation by ensuring clearance of exceptions account, cheque
mapping, resolve payment rejections, Liaise with departmental banker with regards to all
banking related transactions, Manage the entire debt functions and other control accounts,
Provide support to districts in relation to banking and debts functions, Manage the interdepartmental related claims, Manage, develop and train staff, Provide assistance and
responses to audit queries on banking and bookkeeping functions.
Mr G Duiker, tel. (018) 389 5662

POST 26/141

:

LECTURER: AGRONOMY AND CROP PROTECTION REF NO: NWREAD 12/06/16
Directorate – Structured Agricultural Education and Training

CENTRE
SALARY
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

Potchefstroom College of Agriculture
R262, 272.00 (Level 8)
NQF level 8 qualification in Agriculture, specializing in Crop Protection, Relevant 3 year
experience in Production / Teaching / Research Agriculture / Farming, Computer literate
(MS Office software package), Fluency in English and Afrikaans, A valid unendorsed Code
EB driver’s license.
Plan, design and improve Agricultural Botany and Crop Protection (Weed, Diseases and
Insects pests) course material, Present lectures in Botany, Crop Protection and related
fields, Conduct practical training to students and agricultural industry in Crop Protection,
Manage and oversee second and third year students’ seminars and research work,
Conduct continuous comprehensive students’ assessments and evaluation.
Mr. L Thovhakale, Tel (018) 299 6739

POST 26/142

:

LECTURER: ANIMAL NUTRITION AND DAIRY PRODUCTION REF NO: NWREAD
13/06/16

SALARY
CENTRE
REQUIREMENTS

:
:
:

DUTIES

:

ENQUIRIES

:

R262, 272.00 (Level 8)
Potchefstroom College of Agriculture
A relevant 4 year B Degree in Agriculture, a Dairy production background and Animal
nutrition as core subjects, A Qualification in Education/ didactics will be a strong
recommendation, 3 years of teaching, lecturing and/ or research or industry experience,
Registration with South African Council for Natural Scientific Professions is highly
recommended.
Teaching and Learning in the disciplines of Dairy production, Animal Nutrition and any other
related subjects falling within the Animal Production Department, Preparation and
development of learning and assessment materials, Presentation of lectures, tutorials and
practicals, on and off campus, Liaise with industry and other stakeholders regarding
curricula, excursions, and research and community projects, Curriculum development,
Responsible for administrative tasks relating to the relevant learning programmes of the
Department.
Ms. O Sebitloane tel. 018 299 6613/6666

82

ANNEXURE T
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.
NOTE

:

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

POST 26/143

:

DEPUTY DIRECTOR: INTEGRATED FACILITIES MANAGEMENT: COORDINATOR
(4 Year contract post)

SALARY

:

CENTRE
REQUIREMENTS

:
:

DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

FOR ATTENTION
CLOSING DATE

:
:

R 612 822 per annum (A portion of the package may be structured according to the
individual’s personal needs).
Directorate: Business Development (Head Office, Cape Town)
Minimum educational qualification: Undergraduate degree in Commerce or Law.
Experience: Extensive experience at a senior level, specifically including exposure to
commercial law, contract management and facilities services. Inherent requirement of the
job: Valid (Code B/EB) driver’s licence. Competencies knowledge/skills): Comprehensive
understanding of various business and legal principles. Ability to manage and maintain
relations between parties (i.e. public and private sector). Ability to analyse, compile and
report on financial data. Ability to think analytically and logically. A post graduate degree
would serve as an added advantage. Note: Short-listed candidates may be subjected to a
competency test. No payment of any kind is required when applying for this post.
Key result areas/outputs: Coordinate and implement the Exit Strategy of current PPP.
Responsible for drafting Terms of Reference in Line with Supply Chain Management
Prescripts and assist with bidding process for the Integrated Facilities Management
Services Model. Ensure budget efficiencies are met as set out within the Integrated
Facilities Management Services Model.
Responsible for the development and
implementation of a plan in terms of the Integrated Facilities Management Services Model
for future and existing complexes. Monitor, train and evaluate staff for the Integrated
Facilities Management Services model.
Mr ME Manning, tel.no. (021) 483-9356
The Director: People Practices and Administration, Department of Health, PO Box 2060,
Cape Town, 8000.
Mr G Limby
15 July 2016

POST 26/144

:

PSYCHOLOGIST GRADE 1 TO 3
Chief Directorate: Metro District Health Services

SALARY

:

CENTRE
REQUIREMENTS

:
:

Grade 1: R 590 589 per annum
Grade 2: R 695 682 per annum
Grade 3: R 807 372 per annum
(A portion of the package can be structured according to the individual’s personal needs).
Mitchell’s Plain District Hospital
Minimum educational qualification: Appropriate qualification that allows registration with the
Health Professions Council of South Africa (HPCSA) as a Clinical Psychologist.
Registration with a professional council: Registration with the HPCSA as a Clinical
Psychologist and proof of annual registration. Experience: Grade 1: None after registration
with the HPCSA as Psychologist in respect of RSA qualified employees. 1 year relevant
experience after registration with the HPCSA as Psychologist in respect of foreign qualified
employees, of whom it is not required to perform Community Service, as required in South
Africa. Grade 2: Minimum of 8 years relevant experience after registration with the HPCSA
as Psychologist in respect of RSA qualified employees. Minimum of 9 years relevant
experience after registration with the HPCSA as Psychologist in respect of foreign qualified
employees, of whom is not required to perform Community Service, as required in South
Africa. Grade 3: Minimum of 16 years relevant experience after registration with the HPCSA
as Psychologist in respect of RSA qualified employees. Minimum of 17 years relevant
experience after registration with the HPCSA as Psychologist in respect of foreign qualified
employees, of whom is not required to perform Community Service, as required in South
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DUTIES

:

ENQUIRIES
APPLICATIONS

:
:

FOR ATTENTION
CLOSING DATE

:
:

Africa. Inherent requirement of the job: Valid (Code B/EB) driver's licence. Competencies
(knowledge/skills): Proficiency in at least two of the three official languages of the Western
Cape. Good time-management and problem solving ability. Effective communication skills
(verbal and written) in at least two of the three official languages of the Western Cape.
Knowledge of the Mental Health Care Act. Excellent interpersonal relationships and ability
to work in multi-professional teams. Function within a multi-disciplinary team. Render
service to Emergency Centre Hub Heideveld and Carnation Ward. Note: No payment of
any kind is required when applying for this post. “Candidates who are not in possession of
the stipulated registration requirements, may also apply. Such candidates will only be
considered for appointment on condition that proof of application for registration to register
with the relevant council and proof of payment of the prescribed registration fees to the
relevant council are submitted with their job application/on appointment. This concession
is only applicable on health professionals who apply for the first time for registration in a
specific category with the relevant council (including individuals who must apply for change
in registration status)”.
Key result areas/outputs: Optimal Psychological treatment of Mental Health Care Users
(i.e. adults, children and adolescents) within Mitchells Plain Hospital (in and out patients).
Assess and diagnose, includes assessment for certification under the MHCA, deliver
appropriate psychotherapeutic interventions and participate in psycho-social rehabilitation
programmes. Sound administration and resource management. Quality improvement and
preparing of statistics. Participate in the training of personnel.
Dr J Marszalek, tel. no. (021) 377-4779
The Chief Executive Officer: Mitchell’s Plain District Hospital, Private Bag X9, Mitchell’s
Plain, 7789.
Ms CC Johnson
15 July 2016
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