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 2013: VACANCY PS13 OF 2013

NB!! PLEASE NOTE THAT PREFERENCE WILL BE GIVEN TO APPLICATIONS OF INTERNS OF THE
DEPARTMENT OF EDUCATION (SERVING AS WELL AS THOSE WHO HAVE COMPLETED THEIR

INTERNSHIP)

Firstly, to the candidature of excess employees who are at a level equivalent to that of the advertised
vacancy. 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 and lastly, to the candidature of non-public servants.

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.education.fs.gov.za). Applications must be accompanied by
original certified, copies of formal and informal qualifications, driving license (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/criminal check 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.education.fs.gov.za.

CLOSING DATE: TWO WEEKS AFTER APPROVAL BY MEC.



http://www.education.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

Mr MD Mokhobo

101

(051) 404-4735

Motheo

The Director: Motheo District Office
Private Bag X20512
BLOEMFONTEIN

9300

C/O St Andrew & Markgraaf Street
BLOEMFONTEIN

Ms FSC
Padaychee

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

115

(057) 391 7311

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. IMM
Mthimkhulu

32

(016) 973-9049




HUMAN RESOURCE OFFICER: (TWO POSTS): DIRECTORATE HUMAN RESOURCE ADMINISTRATION:
SUBDIRECTORATE: RECRUITMENT & SELECTION: EDUCATORS:
REFERENCE NUMBER: PS13/2013/1

SALARY: Level 4 — A basic salary of R96, 363 — 113, 511 per annum.

CENTRE: Bloemfontein

REQUIREMENTS: Grade 12 and N5 or equivalent qualification.

RECOMMENDATIONS: Computer literacy (Excel, Word and PowerPoint). Valid driving licence

DUTIES: To assist with the following: develop strategies, policies, guidelines & procedures on recruitment,
selection, placement & retention; Provide advice & support in respect of recruitment, selection, placement &
retention; Implement appointments, promotions & terminations of service.

ENQUIRIES: Mr Tl Khodumo, 7 (051) 404 4238

APPLICATIONS: Director HRA: Public Servants, Department of Education, Private Bag X20565,
Bloemfontein, 9300. (Selborne Ave. 106, Katleho Building) R96, 363 — 113, 511 per annum.

HUMAN RESOURCE OFFICER: DIRECTORATE HUMAN RESOURCE ADMINISTRATION:
SUBDIRECTORATE: HR INFORMATION MANAGEMENT:
REFERENCE NUMBER: PS13/2013/2

SALARY: Level 4 — A basic salary of R96, 363 — 113, 511 per annum.

CENTRE: Bloemfontein

REQUIREMENTS: Grade 12 and N5 or equivalent qualification.

RECOMMENDATIONS: Computer literacy (Excel, Word and PowerPoint). Valid driving licence

DUTIES: To assist with the following: Manage the PERSAL system; Manage the post establishment at the
department; Update and maintain all HR Information

ENQUIRIES: Mr DJ Litch, % (051) 404 4338

APPLICATIONS: Director HRA: Public Servants, Department of Education, Private Bag X20565,
Bloemfontein, 9300. (Selborne Ave. 106, Katleho Building)

HR OFFICER: HRS & D DIRECTORATE: HRD SUB DIRECTORATE
REFERENCE NUMBER: PS13/2013/3

SALARY: Level 4 — A basic salary of R96, 363 — 113, 511 per annum.

CENTRE: Bloemfontein

REQUIREMENTS: Grade 12 and N5 or equivalent qualification.

RECOMMENDATIONS: Drivers Licence, knowledge of Excel and MS Word

DUTIES: Arrange and co-ordinate training and development programmes for public servants. Collect
necessary documents, quotations and submission requesting funds from the skills levy to obtain an order
number for the training event. Submit all necessary documents and invoices to process the payment from
the 1% skills levy. Capture data of training statistics. Arrange and co-ordinate meetings

ENQUIRIES: Ms L de Witll 7 051 404 1799

APPLICATIONS: Director HRA: Public Servants, Department of Education, Private Bag X20565,
Bloemfontein, 9300. (Selborne Ave. 106, Katleho Building)




ADMINISTRATIVE CLERK: MOTHEQ DISTRICT OFFICE: SUB DIRECORATE: CURRICULUM
MANAGEMENT & IMPLEMENTATION: SECTION: GENERAL EDUCATION & TRAINING.
REFERENCE NO: DC17/PS13/2013/4

SALARY: Level 3 — A basic salary of R81, 312 —95, 784per annum

CENTRE: Motheo District

REQUIREMENTS: Grade 12 and N5 or equivalent qualification.

RECOMMENDATION: Computer Literacy.

DUTIES: Manage Curriculum implementation in GET for all learning programmes; Manage the
implementation of supportive generic assessment policies for GET; Liaise with Head Office in respect of
curriculum related matters.

ENQUIRIES: Mrs S Erens: @ 051 404 4680

APPLICATIONS: See attached address list to post/deliver applications

ACCOUNTING CLERK: (TWO POSTS): MOTHEO DISTRICT OFFICE: SUB DIRECTORATE:
ADMINISTRATIVE, FINANCIAL & LOGISTCAL SERVICES: SECTION: BUDGET & FINANCIAL
PLANNING: REFERENCE NO: DC17/PS13/2013/5

SALARY: Level 3 — A basic salary of R81, 312 —95, 784per annum

CENTRE: Motheo District Office

REQUIREMENTS: Grade 12 or equivalent qualification with accounting as a subject and N5 or equivalent
qualification.

RECOMMENDATIONS: Knowledge of Computer (Excel and Word) will be essential.

DUTIES: Manage the budget of the district & ensure effective financial planning; manage all expenditure of
the district; manage the Supply Chain process & asset & fleet for the districts.

ENQUIRIES: Mr NP Cloete 051 404 4775

APPLICATIONS: See attached address list to post/deliver applications

PROVISIONING ADMINISTRATIVE CLERKS: (3 POSTS): MOTHEO DISTRICT OFFICE: SUB
DIRECTORATE: ADMINISTRATIVE, FINANCIAL & LOGISTICAL SERVICES: SECTION SUPPLY CHAIN
MANAGEMENT: REFERENCE NO: DC17/PS13/2013/6

SALARY: Level 3 — A basic salary of R81, 312 —95, 784per annum

CENTRE: Motheo District Office

REQUIREMENTS: Grade 12 and N5 or equivalent qualification.

RECOMMENDATIONS: Computer knowledge. A valid driving licence

DUTIES: Manage the district transport/ fleet; the management of losses & surpluses; the administration of
disposal management; the management of supply chain processes in the district; manage all assets in the
district.

ENQUIRIES: Ms MY Rantsieng, 7 051 404 4566

APPLICATIONS: See attached address list to post/deliver applications




PROVISIONING ADMINISTRATIVE CLERKS: (2 POSTS): THABO MOFUTSAYANA DISTRICT OFFICE:

SUB DIRECTORATE: ADMINISTRATIVE, FINANCIAL & LOGISTICAL SERVICES: SECTION SUPPLY
CHAIN MANAGEMENT: DC19/PS13/2013/7

SALARY: Level 3 — A basic salary of R81, 312 —95, 784per annum

CENTRE: Phuthaditjhaba (2 posts)

REQUIREMENTS: Grade 12 and N5 or equivalent qualification. A valid driving licence.
RECOMMENDATIONS: Computer knowledge.

DUTIES: Manage the district transport/ fleet; the management of losses & surpluses; the administration of
disposal management; the management of supply chain processes in the district; manage all assets in the
district.

ENQUIRIES: Mr MJ Motsamai 7 058 718 4743

APPLICATIONS: See attached address list to post/deliver applications

MESSENGER/DRIVER: THABO MOFUTSANYANA DISTRICT OFFICE: SUB
DIRECTORATE: ADMINISTRATIVE FINANCIAL & LOGISTICAL SERVICES: SECTION: OFFICE
INFRASTRUCTURE & AUXILIARY SERVICES: REFERENCE NUMBER: DC19/PS13/2013/8

SALARY: Level 1 — A basic salary of R63, 135 — 67, 008per annum

CENTRE: Phuthaditjaba

REQUIREMENTS: ABET or equivalent qualifications. In possession of a valid driving licence.
RECOMMENDATION: Ability to read and write.

DUTIES: Collection of post; Delivery of mail and documents; Assist with off loading of goods.
ENQUIRIES: Mr MJ Motsamai 058 718 4743

APPLICATIONS: See attached list




