FREE STATE PROVINCIAL GOVERNMENT

DEPARTMENT OF EDUCATION

ADVERTISING OF VACANT PUBLIC SERVANT POSTS: DISTRICT OFFICES CIRCULAR NUMBER
HRA 32 OF 2013

NB!!l PLEASE NOTE THAT THIS IS A CLOSED VACANCY LIST: ONLY EMPLOYEES PRESENTLY IN
THE SERVICE OF THE FREE STATE DEPARTMENT OF EDUCATION MAY APPLY: NB!!

PROVINCIAL ADMINISTRATION: FREE STATE DEPARTMENT OF EDUCATION

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.

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.eduation.fs.qov.za.

CLOSING DATE: 6 September 2013



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

STATE ACCOUNTANT: THABO MOFUTSANYANA DISTRICT OFFICE: SUB-DIRECTORATE:
ADMINISTRATIVE, FINANCIAL & LOGISTICAL SERVICES: SECTION: BUDGET & FINANCIAL
PLANNING: REFERENCE NUMBER DC19/PS15/2013/1

SALARY: Level 8 — A basic salary of R212 106 — R249 849 per annum.

CENTRE: Phutaditjaba

REQUIREMENTS: An appropriate recognized 3-year degree or equivalent qualification with accounting as a
second year subject.

RECOMMENDATIONS: Relevant experience will be an added advantage. A valid driving license.

Computer literacy in EXCELL; MS Word and Powerpoint. Knowledge of the PFMA and Government Financial
prescriptions.

DUTIES: Manage Norms & Standards; Manage the financial planning and budget processes of the district.
ENQUIRIES: Mr Duke Makhubu 7 058 718 4746

APPLICATIONS: See attached address list to post/deliver applications

HR PRACTITIONER: THABO MOFUTSANYANA DISTRICT OFFICE: SUB-DIRECTORATE: HUMAN
RESOURCES: SECTION: CONDITIONS OF SERVICE: REFERENCE NUMBER DC19/PS15/2013/2

SALARY: Level 7 — A basic salary of R170 799 — R201 195 per annum.

CENTRE: Phutaditjaba

REQUIREMENTS: An applicable 3 year degree / diploma or equivalent qualification. A valid driving license.
RECOMMENDATIONS: Relevant experience will be an added advantage. Computer literacy.

DUTIES: Give advice and updates on the following: capturing and processing of employees benefits: the
administration of remuneration matters; the administration of compensation in respect of injuries on duty.
ENQUIRIES: Mr Duke Makhubu # 058 718 4746

APPLICATIONS: See attached address list to post/deliver applications

CHIEF PROVISIONING ADMINISTRATIVE CLERK: THABO MOFUTSANYANA DISTRICT OFFICE: SUB-
DIRECTORATE: ADMINISTRATIVE, FINANCIAL & LOGISTICAL SERVICES: SECTION: SUPPLY CHAIN
MANAGEMENT: REFERENCE NUMBER DC19/PS15/2013/3

SALARY: Level 7 — A basic salary of R170 799 — R201 195 per annum.

CENTRE: Phutaditjaba

REQUIREMENTS: An applicable 3 year degree / diploma or equivalent qualification. A valid driving license.
RECOMMENDATIONS: Relevant experience will be an added advantage. Computer literacy.

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 Duke Makhubu # 058 718 4746

APPLICATIONS: See attached address list to post/deliver applications

EMPLOYEE HEALTH & WELLNESS OFFICER: (6 POSTS): DISTRICT OFFICES: SUB DIRECTORATE:
EMPLOYEE HEALTH & WELLNESS:

SALARY: Level 5 — A basic salary of R115 212 — R135 714 per annum
CENTRE: XHARIEP DISTRICT OFFICE X 2 POSTS: REFERENCE NUMBER PS15/2013/4

MOTHEO DISTRICT OFFICE X 4 POSTS: REFERENCE NUMBER PS15/2013/5
REQUIREMENTS:
An applicable 3 year degree/diploma or equivalent qualification with applicable experience.
RECOMMENDATIONS
Good communication skills (verbal & written). Good management and interpersonal skills to build effective
relationships with the client. Proven computer literacy, including advanced MS Word, Excel and PowerPoint.
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DUTIES: Assist with the providing of assistance to employees, including referring employees to counselling
services. Implementing health and wellness intervention programmes. Assist with the design and
implementation of employee health and wellness strategies and programmes. Assist with the management
of HIV/AIDS programmes as well as the monitoring of the implementation of programmes.

ENQUIRIES: Ms M Sease, 051 404 4366

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

STATISTICIAN: HR STRATEGY & SUPPORT: SUB DIRECTORATE: HR PLANNING & EMPLOYMENT
EQUITY: REFERENCE NUMBER PS15/2013/6

SALARY: Level 5 — A basic salary of R115 212 — R135 714 per annum

CENTRE: Bloemfontein

REQUIREMENTS:

An applicable 3 year degree/diploma or equivalent qualification with applicable experience.
RECOMMENDATIONS

Good communication skills (verbal & written). Good management and interpersonal skills to build effective
relationships with the client. Proven computer literacy, including advanced MS Word, Excel and PowerPoint.
DUTIES: Assist with the following: Compile the Departemental HR Plan; Implement & moitor the HR Plan;
Compile the Departmental EE Plan & report; monitoring of the implementation of the EE Plan HR Plan;
Compile and interpret statistics for HR Plan; Secretary of Employment Equity Consultative Forum.
ENQUIRIES: Mr TS Motsoeneng, 051404 1774

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

SECRETARY TO SMS MEMBER: DIRECTORATE: EDUCATIONAL DEVELOPMENT AND SUPPORT:
REFERENCE NUMBER: PS15/2013/7

SALARY: Level 5 - A basic salary of R115, 212 — 135, 714 per annum.

CENTRE: Bloemfontein.

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

RECOMMENDATIONS: Relevant experience will be an added advantage. A valid driving licence.

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.

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.

ENQUIRIES: Ms Z Alexander 7 051 404 8433

APPLICATIONS: Director: Human Resources Administration, Department of Education, Private Bag X20565,
Bloemfontein, 9300. (Katleho Building)




