FREE STATE PROVINCIAL GOVERNMENT

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

DEPARTMENT OF EDUCATION

HRA 30 OF 2012: CLOSED VACANCY PS15 OF 2012:
NB: Only Employees of the Free State Dept of Education may apply for these posts NB

PROVINCIAL ADMINISTRATION: FREE STATE DEPARTMENT OF EDUCATION

The Free State Provincial Government and Free State Department of Education are equal
opportunity, affirmative action employers

Firstly, to the candidature of excess employees who are at a level equivalent to that of the advertised
vacancy and secondly, to the candidature of employees other than those referred to in the above paragraph
i.e. non-excess employees and excess employees at lower/ higher levels than that of the advertised
vacancy.

All applications must be submitted on a Z.83 form, obtainable from any Public Service Department, as well
as from FSDoE, or the official website: (www.fsdoe.fs.gov.za). Applications must be accompanied by
original certified, copies of formal and informal qualifications, valid driving licence (where specified), identity
document and detailed C.V. Separate applications must be submitted for every vacancy. It is our intention
to promote representivity (race, gender and disability) in the Department through the filling of these posts.
Candidates whose transfer/promotion/appointment will promote representivity, according to the
Departmental Employment Equity plan and targets, will receive preference. Applicants must clearly quote
the relevant reference number on application forms and on the envelope and forward the applications to the
address as indicated in the advertisement.

N.B.: Please note that: Incomplete and late applications will not be considered. Failure to comply with the
procedure outlined above, will lead to an application being rejected. Applicants are informed that
applications, copies of qualifications and CVs will not be returned; Applicants who terminated their services
with voluntary severance packages may not apply; Faxed and e-mailed applications will not be accepted,;
salary progression on the salary scales is subject to performance assessment; The FSDoE reserves the
right not to fill advertised positions. Applicants educational qualifications will be verified, references will be
checked and security clearance will be conducted. It is expected of candidates to be available for selection
interviews on a date, time and place determined by the Free State Department of Education. It is the
applicants’ responsibility to have foreign qualifications evaluated by the South African Qualification Authority
(SAQA).

Applicants are respectfully informed that, if no notification of appointment is received within 4 months of the
closing date, they must accept that their application had been unsuccessful. Please note: it will be
expected of short listed applicants to undertake a competency test and / or make a presentation as
requested by the interviewing panel.

Successful candidates will be vetted. This advertisement will also appear on the website of the
Department at www.fsdoe.fs.gov.za.

CLOSING DATE: 10 August 2012 @ 16:00



http://www.fsdoe.fs.gov.za/

CONTACT INFORMATION OF DISTRICT OFFICES

DISTRICT
OFFICE

POSTAL & PHYSICAL ADDRESS

CONTACT
PERSON

ROOM
NO

TELEPHONE
NUMBERS

Xhariep

The Director: Xhariep District Office
Private Bag X 20513
BLOEMFONTEIN

9300

C/O St Andrew & Markgraaf Street
BLOEMFONTEIN

Ms MHS Cronje

101

(051) 404-4735

Motheo

The Director: Motheo District Office
Private Bag X20512
BLOEMFONTEIN

9300

C/O St Andrew & Markgraaf
BLOEMFONTEIN

Street

Mr MD Mokhobo

207

(051) 404-4583

Lejweleputswa

The Director: Lejweleputswa District Office
Private X 30

WELKOM

9460

C/O Stateway & Tulbach Street
Anmercosa House
WELKOM

Mr F Kraalshoek

103

(057) 353 2901

Thabo
Mofutsanyana

The Director: Thabo Mofutsanyana District
Office

Private Bag X 817

WITSIESHOEK

9870

Parliament Building (On the mountain)
PHUTHADITJABA

Mr MD Makhubu

G39

(058) 718-4788

Fezile Dabi

The Director: Fezile Dabi District Office
Private Bag X 2007

SASOLBURG

9570

23Totius Street Old Cedar School Building
SASOLBURG

Mr. JMM
Mthimkhulu

32

(016) 973-9043

LABOUR RELATIONS OFFICER: LEJWELEPUTSWA DISTRICT OFFICE: DIRECTORATE: HR: SUB
DIRECTORATE: LABOUR RELATIONS: REFERENCE NUMBER: PS15/2012/01




SALARY: Level 8 — A basic salary of R185, 985 — 219, 048 per annum.

CENTRE: Welkom

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence

RECOMMENDATIONS: Appropriate experience, potential, good communication skills and experience in
labour relations will be added advantages.

DUTIES: Responsible for all aspects relating to labour relations. Implementation of disciplinary and
grievance procedures in Education and the Public Service. Dispute resolution. Labour Relations training.
Provide information/advice to top Management. Represent the Department at Arbitrations of ELRC,
GPSSBC and CCMA. Write reports/Submissions. Be a role player at disciplinary hearings.

ENQUIRIES: Mr F Kraalshoek, 7@ (057) 2901

APPLICATIONS: The Director: Lejweleputswa District Office Private X 30 WELKOM 9460. C/O Stateway &
Tulbach Street Anmercosa House Welkom.

STATE ACCOUNTANT: MOTHEO DISTRICT OFFICE: SUB DIRECTORATE: ADMINISTRATIVE,
FINANCIAL & LOGISTICAL SERVICES: SECTION: EXPENDITURE MANAGEMENT & SCHOOL
EXPEDITURE AUDIT: REFERENCE NUMBER DC17/PS15/2012/02

SALARY: Level 8 — A basic salary of R185, 985 — 219, 048 per annum.

CENTRE: Bloemfontein

REQUIREMENTS: B Comm. Degree with Accounting Il / National Diploma in Accounting with Accounting Il
or equivalent qualification. Relevant experience will be an added advantage. Valid driving licence.
RECOMMENDATIONS: Experience on BAS and LOGIS. Knowledge of PFMA, Treasury Regulations and
SASA. Able to interpret and analyses legislative requirements. Presentation skills. Good verbal and written
communication skills, as well as administrative, organizational and general office management skills. Good
interpersonal relations and ability to interact with stakeholders on various levels. Computer literacy (MS
Office

DUTIES: Manage all district expenditure — BAS payments, S&T Claims, and Authorization of LOGIS
Payments for Motheo District Office. Monthly report / presentation on payment status in district Finance
Committee Meeting. Compilation of submissions to relevant authority. Manage District Payroll in
accordance with payroll policy. Report / Present in monthly Finance Committee Meeting on payroll status.
Submit monthly report on workflow for previous month to Assistant Director. Upheld PDMS processes &
supervise down line staff.

ENQUIRIES: Mr NP Cloete, & 051 404 4775

APPLICATIONS: The Director, Motheo, Motheo District Office, P/Bag X 20512 Bloemfontein 9300 or
delivered by hand to Room 207, Block B, St Andrew Street, Bloemfontein.

STATE ACCOUNTANT: XHARIEP DISTRICT OFFICE: SUB DIRECTORATE: ADMINISTRATIVE,
FINANCIAL & LOGISTICAL SERVICES: SECTION: EXPENDITURE MANAGEMENT & SCHOOL
EXPEDITURE AUDIT: REFERENCE NUMBER DC16/PS15/2012/03

SALARY: Level 8 — A basic salary of R185, 985 — 219, 048 per annum.

CENTRE: Short Term BLOEMFONTEIN, Long Term TROMPSBURG

REQUIREMENTS: B Comm. Degree with Accounting Il / National Diploma in Accounting with Accounting Il
or equivalent qualification. Relevant experience will be an added advantage. Valid driving licence.




RECOMMENDATIONS: Experience on BAS and LOGIS. Knowledge of PFMA, Treasury Regulations and
SASA. Able to interpret and analyses legislative requirements. Presentation skills. Good verbal and written
communication skills, as well as administrative, organizational and general office management skills. Good
interpersonal relations and ability to interact with stakeholders on various levels. Computer literacy (MS
Office

DUTIES: Manage all district expenditure. Daily processing of BAS source documents. Monthly
reconciliations of BAS reports. Daily commitment of LOG 1's and recording Order Numbers. Management
of Water and Electricity payments as well as updating Water and Electricity reference system. Submit
monthly document control reports. Ensure staff submit monthly reports of work carried out. Audit school
expenditure. Management of PMDS in sub-section. Provide advice and guidance to staff. Manage the
Financial planning and Budget processes of the District. Manage Norms and Standards

ENQUIRIES: Mr. M.A Tloome % 051 404 4852

APPLICATION: The Director, Xhariep District Office, P Bag X 20513 Bloemfontein 9300 or delivered by
hand to Room 113, Block C, St Andrew Street, Bloemfontein.

SENIOR ADMINISTRATION OFFICER: XHARIEP DISTRICT OFFICE: SUB DIRECTORATE:
ADMINISTRATIVE, FINANCIAL & LOGISTICAL SERVICES: SECTION: OFFICE, INFRASTRUCTURE &
AUXILIARY SERVICES: REFERENCE NUMBER: DC16/PS15/2012/04

SALARY: Level 8 — A basic salary of R185, 985 — 219, 048 per annum.

CENTRE: Short Term BLOEMFONTEIN, Long Term TROMPSBURG

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence

RECOMMENDATIONS: Completion of Record’s Managers Course. Good verbal and written
communication skills, as well as administrative, organizational and general office management skills. Good
interpersonal relations and ability to interact with stakeholders on various levels. Computer literacy.
Successful candidate will be required to undergo security vetting.

DUTIES: Management of the Registry and Records Management Services to the district. Management of
switchboard services to the district. Management of cleaning services to the district. Ensuring messenger
and photocopy services to the district. Ensuring hard- and software support as well as EMIS statistics to the
management of the district. Ensuring security services to the district. Submit monthly document control
reports. Ensure staff submit monthly reports of work carried out. Compiling submissions and any other
administrative duties as may be required. Management of PMDS in sub-section. Provide advice and
guidance to staff.

ENQUIRIES: Mrs P Raubenheimer, 051 404 4718

APPLICATION: The Director, Xhariep District Office, P Bag X 20513 Bloemfontein 9300 or delivered by
hand to Room 113, Block C, St Andrew Street, Bloemfontein.

RISK PRACTITIONER: SECURITY & RISK MANAGEMENT DIRECORATE: RISK MANAGEMENT SUB

DIRECTORATE: REFERENCE NUMBER: PS15/2012/05

SALARY: Level 7 — A basic salary of R149, 742 —-176, 391 per annum.

CENTRE: Bloemfontein

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence

RECOMMENDATION: The candidate must have knowledge of Enterprise Risk Management Framework,
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Public service Act, Public \service \regulations, Public Finance Management Act and Treasury Regulations.
The successful candidate must be able display the following competencies: Good communication and
report writing skills, computer literacy. Good interpersonal and conflict handling skills.

DUTIES: Annually review risks faced by the department. Maintain and update a risk register, report
quarterly on progress in implementation of effective risk management. Liase with directorates in areas of
risks. Assist in implementation of Auditor General and Internal Audit recommendations. To assist in
developing Risk Management processes in order to ensure compliance with the approved Risk
Management Plan. Assist in maintaining an effective system of internal control. Assist in facilitating periodic,
regular identification and assessment of potential strategic, operational and functional risks. Facilitate
periodic risk assessments for major projects and changes in operations. Assist in ensuring risk monitoring
and reporting. Record decisions regarding risk mitigation. Assist in identifying the opportunities and areas of
improvement through the risk monitoring process. Conduct / Assist in education and awareness campaigns
on risk management to promote risk management and build capacity on risk management in the
department.

ENQURIES: Mr. Motseki 78 051 404 8544

APPLICATIONS: The Director: HRA, Department of Education Private Bag X20565, Bloemfontein, 9301.
Katleho Building, 4™ Floor, c/o Markgraaf and Selbourne Street, Bloemfontein, 9301

CHIEF REGISTRY CLERK
MOTHEO DISTRICT OFFICE: SUB DIRECTORATE: ADMINISTRATIVE, FINANCIAL & LOGISTICAL
SERVICES: SECTION: OFFICE, INFRASTRUCTURE & AUXILIARY SERVICES:
REFERENCE NUMBER: DC17/PS15/2012/06

SALARY: Level 7 — A basic salary of R149, 742 —-176, 391 per annum.
CENTRE: Bloemfontein
REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence
RECOMMENDATION: Completion of Record’s Managers Course. Knowledge of records keeping and
archive procedures. Administrative and supervisory skills. Knowledge of relevant legislative framework.
Good written and verbal communication and report writing skills. Knowledge of Departmental structure and
administration procedures. Computer literacy. Valid driving licence. Successful candidate will be required
to undergo security vetting.
DUTIES: Maintain Manual Filing Systems. Ensure the smooth, efficient flow of Documents and Circulars to
and from stakeholders. Handling ordinary courier and registered mail. Tracing of files. Maintain various
registers/databases. Distribution of documents, manually. Assisting with office administration,
Supervision and Performance Assessment of subordinates. Pending of documentation, correspondence
etc. Ensure confidentiality and document security.
ENQUIRIES: Ms S Erens 7% (051) 404 4680
APPLICATIONS: The District Director: Motheo District Office, Private Bag x20512, Bloemfontein, 9300
SENIOR HR OFFICER: BLOEMFONTEIN HEAD OFFICE: HUMAN RESOURCE ADMINISTRATION:
CONDITIONS OF SERVICE SUB-DIRECTORATE: RESETTLEMENT, HOUSING & INJURY ON DUTY
SECTION: REFERENCE NO: PS15/2012/07

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum.

CENTRE: Head Office Bloemfontein

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage.

RECOMMENDATIONS: Thorough knowledge of Resettlement Policy, Housing Policy, Compensation for
Occupational Injuries and Diseases Act, 1993, Public Service Act and Public Service Regulation. Human
Resource related experience and knowledge of the PERSAL System. Computer literate in MS-Word, MS-
Excel, Power Point and E-mail. A valid driving licence.




DUTIES: Control and management of Resettlement, Housing, Injury on Duty and all related matters.
Supervision of officials in the section. Writing and typing of reports and submissions. Evaluation of officials
in the section. Dealing with all enquiries from Districts and the Public.

ENQUIRIES: Mr TD Lekgetho 7 (051) 404 4236

APPLICATIONS: Director: Human Resource Administration, 106 Selbourne Avenue Katleho, Private Bag x
20565 Bloemfontein, 9300

CHIEF INVESTIGATOR: SECURITY & RISK MANAGEMENT DIRECTORATE: ANTI FRAUD,
CORRUPTION & SEXUAL MISCONDUCT SUB DIRETORATE: REFERENCE NUMBER: PS15/2012/08

SALARY: Salary level 7 — A basic salary of R149, 742 — 176, 391per annum.

CENTRE: Bloemfontein: Head Office

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence. An understanding of the legal environment for
government and educations will be an added advantage. Knowledge and experience in conducting
investigations and obtaining of the facts within the legal environment. Communication (written and verbal)
skills and the ability to interact with all levels. Strong administrative and organisational skills as well as
confidentiality, tact and discretion abilities. Computer literacy. Ability to work under pressure and meet
deadlines.

RECOMMDATIONS: Successful candidate will be required to undergo security vetting.

DUTIES: Investigate alleged cases of fraud, corruption; theft and mismanagement of funds in Free
State Department of Education and travel were ever the case needs to be investigated. Compile a
comprehensive report. Record keeping of facts and evidence. Witness in disciplinary processes
and criminal proceedings. Execute required security functions. Participate in awareness
campaigns. Conduct interviews with relevant individuals and obtain the necessary affidavits.
Conduct vetting and Security awareness.

ENQUIRIES: ADV Mokgobo: 7051 4048438

APPLICATIONS: The Director: HRA, Department of Education Private Bag X20565, Bloemfontein, 9301.
Katleho Building, 4™ Floor, c/o Markgraaf and Selbourne Street, Bloemfontein, 9301.

INTERNAL AUDITOR: INTERNAL AUDIT DIRECTOREATE: INTERNAL AUDIT, DISTRICTS SUB
DIRECORATE: REFERENCE NUMBER: PS15/2012/09

SALARY: Salary level 7 — A basic salary of R149, 742 — 176, 391per annum.

CENTRE: BLOEMFONTEIN

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence

DUTIES: Assist with the following tasks:

Evaluate identified risks

Ensure the reliability and integrity of financial and operating information

Ensure compliance with policies, plans, standards, laws and regulations that could have significant impact
upon operations. Take measures to safeguard assets, including tests of existence and ownership

Ensure economy and efficiency in the use of resources

Effectiveness in the accomplishment of objectives and goals established for Departmental operations and
projects.

Develop the annual internal audit plan and monitor performance against the plan
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Coordinate activities to the extent possible with the Auditor-General to enhance audit efficiency

Exercise discretion in the review of records to ensure confidentiality

Present to Executive Management and/or the Audit Committee, a report on significant and major
recommendations or deficiencies on which audited management has not taken proper corrective action
Ensure that the internal audit function does not develop or implement procedures, does not prepare
records, or make management decisions, or engage in any other activity that could be reasonably
construed to compromise its independence. Responsible for monthly activity reports to senior management
and updates to the Corporate Internal Audit Procedures Manual

Perform a final review of the internal audit reports.

ENQUIRIES: Mr L Mokoena 7051 404 8573

APPLICATIONS: The Director: HRA, Department of Education Private Bag X20565, Bloemfontein,
9301. Katleho Building, 4™ Floor, c/o Markgraaf and Selbourne Street, Bloemfontein, 9301.

SENIOR HUMAN RESOURCES OFFICER: MOTHEO DISTRICT OFFICE: HR SUB DIRECTORATE:
PERSONNEL PROVISIONING SECTION: REFERENCE NUMBER: DC17/PS15/2012/10

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum

CENTRE: Bloemfontein

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience

will be an added advantage. Valid driving licence

RECOMMENDATION: Appropriate experience of appointments, transfers and termination of service. A

thorough knowledge of PERSAL applications. Computer literacy. Knowledge of all HR related Acts,

Regulations and Prescripts.

Strong leadership skills. Good communication, organizing and interpersonal and writing skills.

DUTIES: Ensure the correct implementation of transactions and approval according to set time frames.

Promote effective administration, by keeping record of all incoming and outgoing mail. Management of

educators who are additional to the staff establishment. Execute, monitor and co-ordinate projects that are

running in the section. Monitor functions of the section and personnel under his/her supervision.

Maintain positive working relationship within the section/working place. Provide effective service delivery by

handling general enquiries and all ad hoc tasks within the working place. Written and verbal communication

to district offices regarding appointments, terminations and salary issues. Ensure good communication and

working relations to clients according to Batho Pele principles.

ENQURIES: Mr DM Mamatela 7 (051) 404 4619

APPLICATIONS: The District Director: Motheo District Office, Private Bag x20512, Bloemfontein, 9300
CHIEF ADMINISTRATION CLERK: XHARIEP DISTRICT OFFICE: INSTITUTIONAL DEVELOPMENT,
MANAGEMENT, GOVERNANCE & SUPPORT SUB DIRECTORATE: RURAL EDUCATION, LEARNER

SUPPORT & MEASUREMENT SECTION: REFERENCE NUMBER: DC16/PS12/2012/11

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum

CENTRE: Bloemfontein

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence.

RECOMMENDATION: Computer literacy, good administration, communication skills, strong interpersonal
skills, human relations and report writing skills. Ability to work under pressure.

DUTIES: Ensure effective and accurate record keeping of suppliers data, perform general administrative
duties, proper maintenance of filing system. Verify invoices. Compile weekly reports and make submission
to the DCES. Liaise with service provider and schools. Ensure implementation and monitoring of transfer
payments. Compile information needed for Learner Support Programmes. Adjudication of bids and
Training of personnel.

ENQURIES: Ms MW Ngogodo & (051) 404 9036

APPLICATION: The Director, Xhariep District Office, P Bag X 20513 Bloemfontein 9300 or delivered by hand to
Room 113, Block C, St Andrew Street, Bloemfontein




ADMINISTRATIVE OFFICER: EXAMINATIONS AND ASSESSMENT DIRECTORATE: ADMINISTRATIVE
SUPPORT SUB DIRECTORATE: REFERENCE NUMBER: PS15/2012/12

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum

CENTRE: Bloemfontein.

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence.

RECOMMENDATIONS: Sound supervisory and office management skills and exposure.

Must be able to work under pressure. Sound knowledge of the Regulations for the Conduct of the National
Senior Certificate and certification management issues. Sound knowledge of the electronic support
systems for examinations and assessment processes and procedures

DUTIES: In charge of the Certification Unit which is responsible to issue certificates for the NSC and SC
examinations. Combinations of subjects. Re-issue of lost certificates. Corrections of personal information on
the system. Distribution and control over certificates. Supervise staff Communication with candidates, the
public, schools and departmental officials.

ENQUIRIES: Mr T.K. Basjan — 051 404 8395/ Mrs E Van Heerden — 051 404 8484

APPLICATIONS: The Director: HRA, Department of Education Private Bag X20565, Bloemfontein,
9301. Katleho Building, 4™ Floor, c/o Markgraaf and Selbourne Street, Bloemfontein, 9301.

CHIEF PROVISIONING ADMIN CLERK: FEZILE DABI DISTRICT OFFICE: DEMAND, ACQUISITION
AND LOGISTICS MANAGEMENT DIRECTORATE: SCM SUB-DIRECTORATE:
REFERENCE NUMBER: PS15/2012/13

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum

CENTRE: Sasolburg.

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification. Relevant experience
will be an added advantage. Valid driving licence.

RECOMMENDATIONS: At least 3 years experience in logistical administration in aspects of procurement,
Asset Management and LOGIS systems. Person must be able to work under pressure. Good interpersonal
skills.

DUTIES:; Implement and manage the plans and give assistance, guidance and advice to role player
concerning compliance matters on SCM. Check District components and schools compliance with SCM
regulations and practice notes.( through requesting system reports). Assist components and schools in
compilation for terms of reference and specification for goods and services. Ensure the implementation of
Supply chain management delegation and prescripts pertaining to Demand, acquisition, logistics, disposal
and asset management. Supervise and monitor all activities within asset management sub- division.
Compile management plan and monthly reports.

ENQUIRIES; Mrs. ME Dlamini 7 (016) 973 9124

APPLICATION:; The Director: Fezile Dabi District Office, Private Bag X 2007, Sasolburg 9570.
23 Totius Street Old Cedar School Building Sasolburg.
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SECRETARY TO SMS MEMBER: (10 POSTS)

1. LEJWELEPUTSWA DISTRICT OFFICE: REFERENCE NUMBER: DC18/PS15/2012/14
2. XHARIEP DISTRICT OFFICE: REFERENCE NUMBER: DC16/PS15/2012/15
3. HIV/AIDS SUPPORT PROGRAMMES, INCLUSIVE & SPECIALS NEEDS EDUCATION:
REFERENCE NUMBER: PS15/2012/16
4. QUALITY ASSURANCE, STANDARDS & MONOTORING & EVALUATION:
REFERENCE NUMBER: PS15/2012/17
5. EMPLOYEE RELATIONS & PEOPLE MANAGEMENT: REFERENCE NUMBER: PS15/2012/18
6. COMMUNICATION SERVICES: REFERENCE NUMBER: PS15/2012/19
7. DISTRICT MANAGEMENT: REFERENCE NUMBER: PS15/2012/20
8. EXAMINATIONS & ASSESSMENT: REFERENCE NUMBER: PS15/2012/21
9. HUMAN RESOURCE STATEGY AND DEVELOPMENT: REFERENCE NUMBER: PS15/2012/22
10. LEGAL & AUXILIARY SERVICES: REFERENCE NUMBER: PS15/2012/23

SALARY: Level 5 - A basic salary of R101, 007 — 118, 983 per annum.

CENTRE: Post 1 Welkom: Posts 2 — 8 Bloemfontein.

REQUIREMENTS An applicable 3 year degree/diploma or equivalent qualification. Relevant experience will
be an added advantage.

DUTIES: Manage diary of the SMS Member to ensure that engagements are properly co-ordinated as well
as providing the necessary documentation; Provide a receptionist service to regulate visits; Co-ordinate
flow of documents to ensure easy tracking of documentation; Provide general secretariat services such as
answering the telephone, making calls, taking messages, receiving and sending faxes and e-mails to
ensure that matters are dealt with; Arrange travel and accommodation for the SMS Member; Arrange
refreshments during meetings; Communicate with internal and external stakeholders to schedule
appointments and visits, make enquiries etc.

RECOMMENDATION: Working knowledge of MS Word, Outlook Excel and Power Point. Verbal
communication and writing skills as well as ability to work under pressure.

ENQUIRIES: Ms MJ Liphoko 7 051 404 4359

APPLICATION: Post 1: The Director: Lejweleputswa District Office Private X 30 Welkom 9460. C/O
Stateway & Tulbach Street, Anmercosa House, Welkom

Post 2: The Director, Xhariep District Office, P Bag X 20513 Bloemfontein 9300, or delivered by hand to
Room 113, Block C, St Andrew Street, Bloemfontein.

Post 3 — 10: Director: Human Resource Administration, 106 Selbourne Avenue Katleho Building, Private
Bag x 20565 Bloemfontein, 9300

COMMUNICATION OFFICER: COMMUNICATION SERVICES DIRECTORATE: INTERNAL
COMMUNICATION SUB DIRECTORATE:
REFERENCE NO: PS15/2012/24

SALARY: Level 7 — A basic salary of R149, 742 — 176, 391 per annum

CENTRE: Bloemfontein

REQUIREMENTS: An applicable 3 year degree/diploma or equivalent qualification or equivalent NQF 6
Certificate in the Graphic Design discipline (Graphic Design, Art, Information design, etc.). Valid driving
licence. Experience in desktop publishing and graphic design in the print/graphic production environment.
Advanced knowledge of and extensive experience in using Apple Macintosh-based software such as
Photoshop, Indesign, lllustrator, Photoshop and Coreldraw.

RECOMMENDATIONS: Knowledge of and experience in management of corporate identity, procurement
deadline in a media production environment. Strong organizational skills. Good interpersonal skills. An eye
for detail and the ability to handle stressful situations.
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DUTIES: Provide graphic design support and monitor graphic design standard within the department on a
provincial level by means of design, layout and printing. Assist various media for promotion and information
purposes, with specific reference to those areas that are relevant to the priorities of the department.
Manage and control the physical resources in the Graphic Design. Coordinate events. Photography for

events.

ENQUIRIES: Mr H Ndaba, 75 051 404 8314
APPLICATIONS: The Director: HRA, Department of Education Private Bag X20565, Bloemfontein, 9301.

Katleho Building, 4™ Floor, c/o Markgraaf and Selbourne Street, Bloemfontein, 9301.
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