arts and culture

Ants and Cultwe
REPUBLIC OF SOUTH AFRICA

DEPUTY DIRECTOR-GENERAL:
CULTURAL DEVELOPMENT, INTERNATIONAL RELATIONS

AND INVESTING IN CULTURE
Al inclusive remumeration package of R 770 823.00 per annum. The package
includes a basic salary (60% of the fotal rermuneration package), standard
contribution to the Govarnment Employes Pension Fund (1&% ofthe bmc ulaxy)
and a flexible portion that may be in terms of ap
PRETORIA (Ref. DAC0408/011)
Raquiremonu: Candidates should be dynamic, innovative thinkers and experienced senior
managens with a strong beliaf in and commitment fo the role that Arts, Culture, Langusge and
Hmemphynmmndwddwshwm%klbmwanmﬁal
on preferably in
Management/ eadership/Administration eCandidates shodd have a proven abfity fo solve
mlmwbmmmsmmwmmmmmmmmam
espacially at grassiools level eStrategic capability and leadership eExceflent written and
verbal communication skills »A broad understanding of govemment policies # the nalional
and intemational context #Gaod understanding of Arts and Culture sector +Problem salving
and analysis »Good negoliation and intarpersonal skills.
KcyParkﬂmnuArul Thompovmmwﬂlheresponsbhkrtﬂnﬁaslmonols

co-oparation
wmcmmmnmhmdonaumdmm espocially at grassrocts lovels
*Overnseing the co-ordination and promotion of crafts, music, fim and video and publishing
working with sll key stakeholders eConstructing, didmsmmdnufmmﬂ\aspu\dlmd
the Branch: Coltwal Dwabpnm&hmﬁumlmalahnmmdhwmnmp the

medium tarm Framawork and national goals against
infemabional benchmarks OCoadmamg the Depamwm programmes with respedt to
biishing and fulfdiment of as wel as oplimising the co-operation

mdfmmmmhﬂemthDAmdnmmmpoPmmdmm

isadership and management of staff sManagsment and moniiosing of lnvesting in Cutture

portfoio in ordar to achicve deparimental and national objectives,

PleauNoh mmmdﬂmfum»ﬂﬁﬂh&wmwﬁhmuhﬂw
The successful candidate must disciose his o her financial interests.

Enquiries: Ma. Ria Oalofse, Tel: (012) 441-3540.

DEPUTY DIRECTORS: INVESTING IN CULTURE

{PROVINCIAL CO-ORDINATORS} (5 Posts)
Allinclusiva remuneration salary package: R.369000.00 per annum
#GAUTENG »KWA-ZULU NATAL oLIMPOPO «NORTH WEST «EASTERN CAPE
(Ref. DACO408/012)

Requiroments: We requirs five Provincial Co-ordinators in the above provinces to manage.
and co-ordinate the Investing in Culture programme &t arganizational level. A Matric
Certificale with an appropriale three-year Bachelors degree or equivalent qualifidision with
experianca, hwdedgemdmmdmd’mofhnudmmumnae

within EPWP framewod o P skills oA valid diiver's
ficance eExcaliont written and verbal communication and Rnguistics skils eA good
undersianding of sensifivity to divarse cultiral practices sAbiilty to function indspendently
@ Ability to work under prassure #A prisven frack record of invotvement at community Jevel.

oG . Administration. budgmling and
of Public Financial Mu\agemobemﬁdalammevpmﬁam

Key porformance areas: eAssist in the implementation and roll-out of youth enrichment
programmes and projects ePromote civic responsibilty and youth service among youth
ennchment target groups sPmote social oohesion and budd youth networks theough the
interpratation of policy sAssist in the aliocation of resources to mest youth enrichment goals
oldentify existing innovative programmes to creata and support youth enrichment,

Enquirias: Ms. Lorraine van der Westhuizen, Tel.: (012) 441-3577.

ASSISTANT DIRECTOR: ASSET MANAGEMENT
Salary: R 157 668.00 per annum
PRETORIA (Ref. DACO4OR/D16}

Requirements: An appvq;nm Bachelor's dngeq or squivalent experience in asset
managsmem pamculariy n e pfucumrlnni asely »Good management aldlls
and fion skils and experience in
electronic assat management systems,
Key Porformance Areas: eDavslop and inplement procedures and processes for efficient
management of assels eExeauts delegaled powers with regards to the applicable funciions
sEnsure offective and efficiant execution of al functions perfaining fo asset management
wAciively participals in drafing the asset management policy eEnsure proper aflocation of
wmtmdmmmm-mmpmummmw
eManage stock d disposal processes simplement policy
ko redundant assals -Ensur. opfimal wilization of assets ePropare relevant reports
@Reconcile assat register and genesal kadger on a monthly basis ePrepare relevant reports
wMaintain asset register and control bar coding of assets eBuiki capacity within the instition.

Enquites: M. Johannes Matlale, Tel.: (012) 441-3648.

ASSISTANT DIRECTOR:

HERITAGE COMMEMORATIONS

Salary; R 157 636.00 per.annum

PRETORIA (Ref. DACO408/017)
Requirements: »An appropriate ﬂxrs»yo: degrealdipoma in Social Science or Hetitage
relaled studies sAn and the of strafegy
documents oCmnp\ﬂlr itam:y oRoparhnq and mmmn skllh tDeasm making and
problem solving sk skiis.
Key Parfonmance Areas: eAssist in devaloping strategy documents in relation to nabional
commemorations eAssist in organizing large scale commamorations such a3 Herflage Day
#Liaiso with relevant stakeholdars within the Heritage sector eMoritor and svaluale projects
undertaken by the section e Take minutes during meetings and compile reports.

Enquiries: Ms. Sipna Botha, Tel.: (012) 441-3848.

ASSISTANT DIRECTOR:

EVENTS MANAGEMENT (2 Posts)
Salary: R 157 836.00 par annum
PRETORIA (Ref. DAC0408/316)

Key Performance Areas: Reporting lo the Director: Invesling in Culture, the incumb
ommmmmvmmmmmm.mmmmm
provincial  departments, local authorities, ad  struclures and  relevant
stakeholders sAssist bencficiaries in developing businexs plans, corfracls and
planning of their projects.

Plaase Note: The successful candidates will be based at the assigned pravince, reporting 1o
[¥

genaral

R oAn al Hurws-yaxdeg-eorequwalenthaﬁﬁabmwdb2yﬁrs
expsrignce in Evenls 1_Projact M eStrong skills.
wExperience with fiaison withicommuunities and individuals on diffarent levels e Communication
skits sReport writing skifis e Project Management skils sAdministrative and arganizing sidls
#Typing skills and computer literacy ans compulsory oA valid driver's license is a necessity.

Key Arsas: ob in Events and proven exparience in
are required aKnowledgs of

the Head Office. Short listed candidates will be subjected
Enquiries:  Ms. Lomaine van der Westhuzzen, Tel.: (012} 441-3577.

DEPUTY DIRECTOR:

ARTS ADVOCACY AND GENDER ENRICHMENT
All inclusive remuneration salary package: R 311 358.00 par annum
PRETORIA (Ref. DACO408/013)

Requi ‘We require & dy with: ®A recognized approgiala degrea in the
field of Arts, thmundl-lsnh oExiensive experionce as a managsr in Ants Advocacy and

GsnderEmdwmlalanaﬁmalbvﬂwddbeadsﬁwmadvmhgevlﬁwwhdnsolmlevﬂm
policy documents, acts and regulations eSirong leadership and dmnn-maluny skills
sKnowlsdge of Ars funding programimes, grants-in-aid procedures and opporuniies #A
thoraugh undarstanding on how the Ars can impackion social and sconomic developmant wA
strong work ethos, combined with fiexibilty and crsativity eExcelient verbal, written and
prasemahm communication skills as well @ skilled appﬁcalm of information technology

dge of budgeting snd #Project
U of lagal di Expori of working in a mulf-culturalingual
i ) pud ency.
Key perfc areas: This i will be for. w(x designing,

|mplmmmnmmdnmmmdnmﬂmngofpmmmnndpwm In addition o,
this, shefhe i axpecled to meaningfully engage with pality and' strategy 8lia high level
#Collect information, rasearch and analysis in the key delivery areas and document instances
of best praciice #Share and disseminate findings with stakeholders fo siimuate dialogue at a
national levsl sContribuls to the development of policy and strateqy #Develop advocacy
programmes e(o-ordinate, monitor and evaluate implemented projects «Promots lisison
mmcmmkmuersmmm-mmmmmm.m
management n mdanev with DAC Sirategic F‘lan eManage existing iner-govemmental
and i oManage and linkages with key stakeholders

driving women's issuas.
Enquisies: Mr. Johannes Matiala, Tel.: (012) 441-3848,

DEPUTY DIRECTOR: HERITAGE COMMEMORATIONS
Allinclusive salary package: R 311 358.00 per annum

processes
fhe Arts.and Culture in South Africa and on issues of multural diversity is also required e The
Department requires an experiencad Event Manager who is capable of directing large events
and projects on behalf of the Department  Responsibiliies wil incude the following:
ePhanning and managing of nalional and intemational events and projects eWriting of
memorande simplementation stratogies and teparts eLisison with various bodies responsible
for suts, Cutture, Heritage, Language and Archives »Supervising and traiming of sub-ordinates.

Phaxe note: During the inferviewing pvoeasa # will be required of candidates to undergo &
test onissues relating to

Enquiries: Ms. Lomaine van der Westhuizen, Tel: (012) 4413577,

MESSENGER / DRIVER

(Office of the Minister)
(1 Year Contract Appointment)
Al Inclusive Salary Packaga: R 84 468.35 per annum
PRETORIA J CAPE TOWN
{Rof. DACD408/018)

Requiremnents: eGrade 12 Ceriificate or uquwalent qualification eCode 08 driver's ficense
#Relevant expariance oA reliable and creative individual who is prepared 1o work under
pressure and as part of 2 tsam #Woell organized Good communication and intarpersonal
skills.

Koy Performance Areas: ¢ Genoral office dities eCalisct and dafiver mail from and to the
post office eDeliver and_Collecl documentsiand packages when required eGollect
newspapers for the Minislry if requested e Distaluta cabinst memoranda and other documents
o _the vadenr/ and other Ministies eAasish.with faxing and photocopying documents
eDisiiver mul in the Ministry eWork closely with the Chief Registry Glerk »Render assistance
at the witchboard when the need arises #Any other refevant work allocated from
time o time eEnsure that the vehicle is clean and wel-mainlained at all fimes.

Note: aThe position i Preloria / Cape Town based and the headquarters is Pretoria
w*Applicants should be prepared to perform sessional duties for exiended pariods.

Enquiries:  Mr. Zolani Geabi, Tel.: (012) 441-3644.

The Department of Arts and Cullure is an equal apportunity affinnative action employer and
it is the intention lo promolo representativity in the Public Sector through the filing of thass
posts. Persons whose transfer / promotion / appointment will promate represantativity will
therafore recaive preferance. An indication in this regard will expedile the procsssing of
applications.

Applications lmmbesubmbdonFonnm nMamhlo(mnmyGwmIdepmma
mline-l 1t must be bya CV (including two recent.
) and certified copies of quatifications.

refor

. PRETORIA {Ref. DAC0408/014}

Requi *An ﬁree-ysar‘ feli in Social Sciences or heritage

related studias i and of national events and

mmmmﬂhm-dvmmcbammblesdadvamdknwﬂedwand
i the of siralegy documents.

oExdiaMrepodmm and sills #Good i ication and

problem soiving skills.

Key Performance Areas: «To deveiop a national strategy on fions 85 a vehicle

for social cohasion and nation buiiding eConcaphualization, planning and managing i

lamge
scale commamorations such as Heritage Day and others «Devsloping databeses relevant b
the wrk of the section eLisising with relevant stakehoiders such as provindial authorities,
murnicipalities elc, eManaging the budgel of the socfion and supervising staff.

Enquities: Ms. Ria Oslofss, Tel.: (012) 441-3640.

ASSISTANT DIRECTOR: NATIONAL YOUTH SERVICE
PROGRAMMES AND CULTURAL AFFAIRS

Salary: R 135 815.00 per annum

PRETORIA (Ref. DAC0408/015}
Requirements: eMatric and a relevant appropriate degree/dpioma At least 2 years
experience In the public sector «Strang abilty to adsminisiar projects, including monitaring and
evalusfion sDemonsirates abifity o interact with inlemal and extemal DAC stakeholders
eProgramme and project implementation eCitizen focus and responsiveness / client focus

and customer orientaton eNetworking and building bonds eProblsm solving and analysis Cloging Date: z,.dgzooa,

Note: ePlsase nole that all suocsssful candidates will have lo undergo security desrance end
mmmwumvumw:dmmmndamﬁwm
eSuccessful candidales will be required to sign & performance agresment within 3 {thres)
months of assumption of duty eCorespandence will be limited fo shortsled candidates anly
o}f you do nol hear from us within 3 {three} months of the dlosing date, please assume that
your. application has boen unsuscesshd.

Failure 1o submit the required wilt
Saxed or e-mailed lwﬁwncm will be Bccepted,
Please forward your application, quoling e relevant refsrence number and the name of this
publication to: The Director. Human Resource Management, Dapartment of Arts and
Cutture, Private Bag X897, Pretoria, 0001,

Applications can aiso be hand delfivared to: The Depattment of Arts and Culture, Kingslay
Cantrs, 2nd Floor, Crr Church and Beatrix Strests, Arcadia, Pretoria.

No

disqualify

DACDYGS E=
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\ arts and culture
REPUBLIC OF SouTH AFRICA

Assistant Director: Security Services
Salary: R174 243 per annum (Ref, 43838/1)

ts: @ A three-y degree or National anloma with three years'
relevant experience or a Senior Certificate with at least five years’ security experience/
management of a Security Section, inclusive of Physical, Documentation and
Communication Security @ Completion of the NIA Security Management Course or
equivalent thereof @ Good communication skills (verbal and written) @ Proven
managerial abilties as well as administrative and organising skills e Excellent
understanding of the minimum Information Security Standards documents (MISS)
o Grade A PSIRA registration @ Excellent computer skills e Valid Code 08 driver's
licence.
Key performance areas: e Co-ordinate, implement and contro! all aspects of
Security in a Government Department  Ensure implementation of and adherence
to all policies pertaining to Security inclusive of Physical, Documentation, Information,
Security Vetting and all operational aspects of a Security Section e Co-ordinate
Security Training ® Responsible for performance assessments and personnel-
related matters @ Responsible for Event Security and co-ordination thereof.

Principal Cultural Officer: Events Management
(3 Posts)

Salary: R145 920 per annum (Ref. 43838/2)
Requirements: e A three-year degree or National Diploma with extensive Events/
Project Management experience @ Good communication ‘skills (both written and
verbal) @ Planning and organising_skills/e Office :administration skills e Basic
knowledge of Government protocol procedures ¢ Computer literacy (MS Word,
PowerPoint and OQutlook - prerequisite) in.a variety of computer programmes
® Report writing skills # A valid driver's licence will be an advantage e Familiarity
with Government procurement processes e Ability ta lialse with diverse groups of
people ® Willingness to work long hours in a pressured environment.
Key performance areas: e Assist with and ultimately directing events and projects
for the Department of Arts and Culture  Write memoranda, events implementation
strategies e Liaise with_provinces, various bodies fesponsible for Arts, Culture,
Heritage, Language and Archives in South Africa and at times international
stakeholders depending on the nature of projects.
Please note: During,the interviewing process, it will be required.of candidates to
undergo a written/compuiter test on issues relating to events management.

Enquiries: Ms L vanyder Westhuizen, tel. (012) 441-3577.
The Department of Arts and Culture is an equal opportunity affirmative
action employer andit is the i to promote representivity in the Public
Sector through the filling of these posts. Persons whose transfer/promotion/
appointment will promote representivity wiil therefore recelve preferenoe An
indication in this regard will expedite the prc of
Applications must be submitted on Form Z83,.0btainable from any Government
department or onlifie at www.gov.za All sections of the Z83 must be completed
and the application form should be accompanied by a comprehensive CV
(mcludmg two recent and contactable referees) and certified copies of the
s ID and educational qualificati
Note: ® Please note that all successful candidates will have to undergo security
clearance and their appointments will be provisional pending the outcome of @
security clearance e Successful candidates will be required to:sign a performance
agreement within three months of assumption of duty e Correspondence will be
limited to short-listed candidates only e If you do not hear'from us within three
months of the closing date, please assume that your application has been
unsuccessful.
Failure to submit the required doct ion will ically disqualify
applications. No faxes or e-malls will be accepted.
ALL POSITIONS ARE BASED IN PRETORIA.
Please forward your application, quoting the 'relevant.reference and the
name of this publication to: The Director: Human Resource Management;
Department of Arts and Culture, Private Bag X897, Pretoria 0001.
Applications can also be hand delivered to the Department of Artsrand
Culture, Kingsley Centre, 2nd Floor, cnr Church and Beatrix Streets, Arcadla,
Pretoria.
Closing date: 21 July 2008.

Human Communications 43838
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processes and procedures, as weil as relevant HR it knowledge
bf PERSAL « Sound knowledge of MS Word, Excsf and Pcweranl
Key performance areas: » Manage the administration of empleyee benefits
o Monitar and advise on matters related to employse benefit administration and
policies « Ensure adharenca 1o poficies relatsd to emptayee banefit administralion
o Train, develop and supervise subordinates {directly and indirectly) » Compile
and review HR policies e Provide reports and statistics related to employee
banefit administration, such as abuse of sick leave, employss tumovar, gic
« Ensure provision of information to clients within the Department on the
administration of becefits « Proactively consult with clients on matlers related {0
employee benefit administration.
Enquities: Ms L van der Westhuizen, tel, (012) 441-3577.

Deputy Director: Social Cohesion

Programmes

An all-inclusive salary package of 8344 052 perannum (Ref. 45695/4)
Reguirements: » Appropriate three-year degree/National Diploma in Social
Seiences e A posigraduate qualification will he an added advantage = Thrse o
five years' relevanl experience in planning and co-ordination of programmes,
projeat and programine management « Sound knowledge and undsrstanding of
the rale and functions of arts and culturs and of Broad Government Programme
of Action « Vaiid driver's ficence « Willingness 10 travel o Computer literacyis
imporiant,
Competencies: « Managerial qualities: Pianning and organising and quality
orientation e Professional qualities:Problem solving and anslysis, verbal and
written communication e Entrepreneurial qualities: Strategy, creativity and
innovation e Personal qualities: Strong Interpersonal sensitivity and personal
motivation e Ability to function independentiy and to perform under pressure
and still maintain a mature, professional condiet « Understanding moritaring
and evaluation principles and practicesi on projects and programies
« Knowtedge of Govermment programme palicies, procedures, regulations and
laws, incjuding the Public Financial Management Act (PFMA).
Key performance areas: e Provide high-fevel ad:nmmmtwe su port (o unit
manager in developing fask team and commiliee cifitate and
co-ordinale the implementation of social cahesion m\l-nu\ plan and Programme
of Action 1hrough running of social mobilisation campaigns « Manage and
maintain good refations with both deparmental and external stakehalders
» Manage the collection and analysis of complex data and be able ta draw fogicat
conclusions and produce high smndard reports fol.. different forums, such as

Enquiries; Ms S van Niekerk, tel, (012) 443-3683.
State Accountant
Salary: R117 501 per annum (Ret. 45695/9)
Requirements: « An appropriate lhres-ysar Bathelor's degres or a National
Diploma with two years' experience o7 a Grade 12 wilh five years' relevant
experjgfee in Accountmg o Knowledge and unders'zndmg of 1he PFMA, Treasury
ind relevant ti Knowledge of and gmclvcal

experience in the Basic Accounting System e Knowledge of PFMA
Regulations « Computer. literacy (MS Word, Excei and Outlaok) « Good
communication skilis (written and verbal) » Ability to work uader pressure
« Good interpersonal skills « Problem solving skills » Abliity to work in a team
» Valid drivers licence
¥ey performancs aress: e Check and contral suspense account and report on &
montlly Dasis » Assist in the compilation of claims in respect of monies
mcnvarable from other departments or institutions e Liaise with the State

mey's office e Lizise withthe traffic department, lfaise with the Soutt African
Police Service e Handle gdminisiralive matiers refated ta the section » Process
‘misceltaneous payments and ensareall suppliers are paid.
£nquiries: Mr JN Matlala, tel. {012) 441-3648.

The Department of Ards and Cufture i3 an equal opportunity atfirmative action
employer and & is the intention 1o promole representivity in the Public Seclor
hraugh ihe filling of thesa posts, Persons whose transfer/promotion/
appointment will promate representivity will therafore receive preference. An
indication In this regard witl axpedite the processing of applications. People
with disabilities are encouraged.io apply.

Applications must be submitted oh Form Z83, obtainable from any
Governmen! department or online at www.goy.7a All sections of the Z83 musl
be completed and the application form shoutd be accompanied by &
comprehensive GV (including two rasent and contaciable rsferees) and
mmmx cnmus of the Dpnllv:ant': 10 .and aducational quzlillnahnns It 5s the
applica o have foreign valuated by the
South Mm:an Qualmnallnn Anlnnrlly {SADA) pelor to the sllullnn process.
Applicants applying for mesa than one pestmust submit a separate form 283
{as wel! as |he documentation mentiongd above) in respect of each posl
hemg appied for. f an applicantwishes lo withdraw an applicatian it must
be done in wnﬁng Failure o submit the requirad documentation will

comimittees, latabiase
noth electronic and mnnun! ol pmgvammes Imummcnma ) Repn:sen( Ihe urit at
adhog operating
Enquities: Ms L van der Westhuizen. tel. {012) 441 3577A

Assistant Director: Administration

Salary: R174 243 per annum {Ref. 45695/5)

Requlremnm: o hn anpmpnate three-year BA degree or National Diploma plus
1wo years' expenence in Public Service adminisirationiar a Senior Certilicale
and four years' administration experience in Public Service administratiun
« Sound knowledge and undemandmu of the mle and functions of arts and
culturg and of broad ication skills, both
verbat and written » Ability to function lndcwndem}y and to perform under
pressure and still mainaiv a mature, professional Conduct and personaity
o Campular litgracy, especiafly in Excel is compuisory with proven ability in

S, BAS, procurement procedures, asset management, public administration
and lmanclal management as essentiat skills.,

0 faxes or e~-mails will be aceepted.
Note: e Please note that ali successful candidaies will have fe undergo security
clearance and their appdintments, will b provisional pending the cutcome of a
security clearance s Sugcessiul candidates will be required o sign a performance
agreement within three manths, af assumption of duty » Carrespondence will be
limited to shart-listed candidates only « 1f you do not hear from us within three
months of the closing date, please assume thal your application has been
unsuccessful.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference and the name
of this publicalien to: The Directar: Human Resource Management,
Department of Ars and Culturs, Privale Bag X897, Pretoria 0001,
Appligations can also be hamf delivered fo tha Dapariment ol Ars and
Culture, Kingsiey Ceatre, 2nd Floor, enr Church and Bsatelx Streets, Arcadia,

Closing date: 19 September 2008. &
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Sl arts and culture

Manager: Information Systems Development
Altndusive salary package of R344 057 per annur (Ref. 446361}

Requiraments: » An appropriate three-yenr degrae or & National Digloma, praferably ma}amgmsymns
wmiwmmmmmmmmmgmm.mmmw fast-paced
business ervironment, with commendabie experience in developing and Implementing new T buioess
mhmmnc'l’homugt: understanding of Open Source Software altematives to proprstary applications.
« Experience in mmmemammlummmWoAsﬂu

understanding of. * Aoalysis of business protesses information
systoms (o mest sarvice taiivery requiremants * Satling up and managing agraements with service pravidars
10 undertaka nformalion syslem pojeca” Crange sucsessiul i
of new M of system, once » Expariance In etrategic and
buginess plansing in an T environment.

Duries: Reporting 1o the Chiel Information Officer, the incumbant will be responsivie for he implementalion of
and wil, 1 others: » 148156 with iy R

regarding

information systerms e ‘Dotwoan usars and providecs wio
have 1o tndertake » Managy seryice Jeve) sgreements for DAC buginess eystams
« Co-orgint compilation and approval of projact proposals end project plans ¢ Monitor progress pn
davelopment projects e Guide alf change management activiies assoclalod with naw information system
mmmmm.mmmuamleummmuo of Open Source Sofware sohions al DAC
ommmplmlorymw\mlpm}ects he Depanment’s mrrm-mamnmupmm
technoiogical and other davelopments that can alftect the ulliisation of IT in the Depariman,

Note: Recrultment procedures will include a writlen Lest on IT profitiency relevant to the abow dties.
Enquiries: Ms L van dor Westhuizen, wl. (012} 441-3677,

Assistant Director: Co-ordination

CHIEF DIRECTORATE: CO-ORDINATION

Salary: R174 243 per annum (Ret 4463672)
Requiramants: « An appeapriats three-year degrae or a Nai Diploma, A postgraduaie qualification wil
ba an sdded sdvantage ¢ Expenencanmrdv hﬂwﬁﬁboﬂewum skills » Roport writing skilic « An
uresarstanding of the South African Public Service and how it
of the msmdmltuvasawwﬂ beaudsdadvamagesnAm player » An innovative and crastive thinker

vorbal and

whc-va’:destrauﬂcw ive suppon o the Chiet Diroctor e Develop 2 system to sourca,
proserve and Wummmmmmmmmmmmwmmmwm
tsuding a summarising documents and preparing documentabonsfor the rolevant usem » Provide &
secretariat service for meetings. wotkshiops, efc urganised by the Directorate » Develop plans and prepare
monthly roponts for l-ecml Diraciorute.

Enquiries: Ms L van dor Wosthuizer, 1l (012)441,3577.

Archivist; Arrangement and Description (5 Posts)
Salary: R94 326 per annurm (Ref, 44636/3)

Requirements: ¢ A thrae-yeor Bachelars dogroa or a Natlonal Dipioma with an appropriats major subject,
such gs History of intormalicn Management io aroes such a8 museums, lbrérles, archives and haritage
nsfitutions » No praclica) expacence in an archival institution is necessary ¢ Proven research aptitude in and
knowledge o Fesearch methodologles e Good communicaiion (both verbal and writien) and interporsanal
‘skills & Aocuracy, reliability, neatness and perseverance (o finalie tasks.
Dutles: & Amange and describe records » Offer assistance in the Reading Room e Date cuding recocds
» Answer vartial and wrilien enquires.

Enquiies: Mr] Matiala, (el (012) 4413648,

Archivist: Reading Room
Salary: R94 326 per annum (Ref. 44636/8)

Requiismenls: « A treo-your Bachakor's dogtae o a National Diploma with an appropriate major SUbOCt
aich as History of Information Management in arsas such o5 museums, braries, archives and hertage
jshrions  No practical axrisnce n an arehvl e s naceseary o Prven reseere sl n &

of research methadologles # Goad communication (both verbal and writien) and miempersonal
- 4 Acciracy, feliablity, aeatness and perervenance 1o finalise lesks.

Duties: e Offer apsistance in the Reading Room and Coun Enquiies Office s Daia coding records
* Answer varbal end writen enquiries.

Enquiries: Ms L van der Wasthuizen, tal. (012) #41-3577.
Senior Practitioner: Acquisition Management
DIRECTORATE: SUPPLY CHAIN MANAGEMENT
Salary: R34S 920 per anoum (Hel. 44636/5)

00d writton and i [ kills @ Abitity 10 work as part of 8 team,

o Ablfty 1p work Undar pressusa and deliver according 10 tight doaglines e Knowiedge of LOGIS and the bids
syeiom » Supatvisory siils,

Dulies: » Enaure that sl prestapis, mgutations, defegations end palicies ate adhared Io  Execuns of

farions pataini 10 Supply Cri Warmgorre  roice lendeniesed Iput 1 Gvisons wittln the

fons 19 snsirs complance, advariss lendars, complis tandar docmarts

o3

delagated pawers with regard to agplicable funclicns e Attend to applicable fluman resource issuos (training,
performance assassmants) e invite quotations from the Deparimental Database on 2 rotution busis e Fie
camespondance e Provide procuremert advive to iniemal and extermal chonts.

Enquiries: Ma Z Maloks, tal. (012) 441-3730.

Senior Administration Clerk
CHIEF DIRECTORATE: INVESTING IN CULTURE
Saiary: R94 325 per annum {Rel 4463676}

Requirsments: » A Senior Certificate e Gomputer eracy, wilh knowisdge af MS Word, Excel. Outiook and
PowerPoint ® High sense of responsiblity in axecuting tasks e Abilily 1o work under pressure » Créative and
Innovative e Able 1o grasp & wide range ol mwnmnmmwc«mmumumm!yseam
formulate dala @ Good witten and verbal communication skills e Linguistic proticiency & Good ul nding
of BNt sensithvity 1o diverse cultiral pracices.

Duties: Reporting o the Director: Investing i Culture, the Incumbent wil provide lachnical and adminisirative
support ta the Chief Dirsctoras. Hefshe will: « Check compliance an Ihe monihiy benaficiary reporis » Keep
and mainmi dala of prjects opo subxoted an § moniy bass e Make logistial mrangemens, bon

travel
o traifing programmes e Kaap and maniain data of projects due for progress paymant and follow Up with
Co-ondinators and Ghief Difectorata: Finance e Assist beneficlaries by developing Business Plans and
Contricts during Benaficiery and Quarterty Workshops e Pariorm any other dbes assigned 1o himer by the
Diractor.

Hate: Shartlisied candidstes wil ba subjected I & compatency ltest In, amongst oers, ssess CoMputer
skills,
Enguiries: MrJ Matiala, tel, (012) 441-3548,

Acquisition Management Practitioner
DIRECTORATE: SUPPLY CHAIN MANAGEMENT
Salary: R34 326 per snowm {Ref. 44636/7)
Requirements; e A Sonior Cortificate plus two years' expedence in Supply Chain Managament « Knowisdge
of tha Public Service Finance Management Act, Tressury Reguiations and PPPFA o Good interpersonal
retations « Abilkty to work 68 part of & tsam.
Duties: # Ensure that Supply Chain Management Policias are adhered (o e Maintain the Suppliers Datsbase
 Imite quotations from the Departmental Database on & rotation basis » Attend the evaluation of quotatons.
» Fila conespondonce » Provide procurement edvioe 10 intemal and exiemat dionis » Offer administration
support to Supply Chain Management.
Enquiries: Ms Z Maloke, tel. (012) 441-3730.

The Dopartment of Arts and Calture Is an equel opportunity, sffirmative sction empioyer and it 1s the
Intention o promote represetivity i the Public Sector through the filing of thews posts. Persons

will promote will therstore ceceive preference.
An indication in this regard will

Apﬂwmmuumwmmmm,wm Govermimont department or ondine at
m@av.m All sections of the 283 must be completed ndthoapﬂk:nﬁoo form ahouki be
aeeomo:'n WIGWN&WW ding two recent and mmmm)mammu

Hote: ¢ Pleass nate (hat w:nmnnummwmn.uwmrwmuammmmm
appoirtments will be provisional, pending tho Gutcome of this dewance e Succosstul candidates wil be
rmmmsw«apmamm-gmnxwmsmmmuwwmwduu » Comespondence will be

timitad 0 shor-isted candidates iy I you do not hear from us within 3 months of the closing date, please
Mmm-mmmww

Faiturs to submil the requiced watl disquailty No taxes o
acceplad.

s-malls wiii be
ALL POSITIONS ARE BASED IN PRETORIA

mmmuplmmqmﬁwmmmmvmmmmumlap«mlmmw

mmmmn Management, Depariment of Arts and Culture, Private Hiag X687,
can alao be 1o the ot Ans and Culture,

nmwmnmm,mcnnmnmmsmmmpm

Closing date: 11 August 2008.
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& Department:
{\ j? Arts and Culture
W REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably qualified and experienced candidates to fiil the following positions:

Deputy Director: Libraries, Policy and
Co-ordination

CHIEF DIRECTORATE: NATIONAL ARCHIVES SOUTH AFRICA

AlI inclusive salary package: R344 052 per annum (Ref. 46595/1)

e An priate three-year degree or National Dlpluma in
lerary and Information Sciences with a minimum of five years’ relevant
experience o Experience in project planning, ing and
evaluation » Extensive knowledge of conceptual issues relating to information
society and library automated management systems o Experience in the
administration of legislation and policy deveiopment pertaining to national or
provincial Library and Informatlon Services (LIS) and related institutions or
organisations e Ability to work i dently and under p: » Extensive

in y and human matiers » Report writing skills
» Strong management, communication, interpersonal, research and computer
skills o Excelfent writien and verbal skills.

Key performance areas: o Develop, maintain and administer centain national LIS
legislation e Co-ordinate poficy and handie line-function institutional governance
matiers relating to cerlain national LIS institutions e Oversee the management,
co-ordination and implementation of the Community Library_Recapifalisation
Programme e Liaise with all relevant internal and external stakeholders, eg
provinces, municipalities, national Council forlibrary and Information Services
(NCLIS), legal Deposit Committee, the SouthAfrican Librarysfor the Blind
(Blindfib), the Library and Information Assaciation of South Africa {LIASA) and
IFLA o Oversee admi ion of financial assi {grants-in-aid) rendered to
certain national LIS and related institutions, for national LIS projects and
investigations o Oversee draftinggof tender specifications where applicable
» Prepare and submit to National Treasury consolidated monthly and quarterly
reports in accordance with Treasury! Regulations e Manage the budget of the
Sub-directorate  Manage the human resource of the Sub-directorate.

Enguiries: Ms L van der Westhuizen, tel. (012} 441-3577.

Deputy Director: Resourcing
CHIEF DIRECTORATE: INTERNATIONAL RELATIONS
All-inclusive salary package: R344 052 per annum (Ref. 46595/2)

Hequiremems o An appropnate three- -year Bachelor's /degree or National
Diploma e A b or of Ars and Culture sector is
preferable o An undemandlng of local and/or international fundraising and
financing of projectse Excellent written and verbal communication and liaison
skills o Report writing e tive and good ion skills e C

Personal Assistant to the Deputy Director-
General: Cultural Promotion and
Development
Salary: R174 243 per annum {Ref, 46595/5)

Requirements: o An appropriate three-year degree or National Diploma and
three years relevant secretarial work experience or a Senior Certificate and five
years™ reievant experience o Computer literacy (advanced skifls in MS Word,
PowerPoint and Outlook - MS Access will be an advantage)  Proficiency in
English and at ieast one other South African Language (read, write and speak)
« Excellent communication skills {written and verbal) « Good interpersonal skills
with the ability to deal with internal and external clients in a professional and
factful manner e Ability 1o work independently and without supervision e Ability
to multi-task while working under pressure e Ability 1o solve problems creatively
and practically e Highly organised and able to handle the Deputy Director-
General's diary (electronicaily and manualty).

Key areas: The ap will ensure efficient and smooth running
of the Deputy Dirsctor-General’s (DDG) Office including: « Managing the diary of
the DDG& ad hoc ings and reports/
inputs @ medmg secretariat senhce to meetings as requested e Drafting letters,
memos ang submissions on behaif of the DDG  Assisting with work of other
staff in the Office whefi'they are.not available e Compiling and updating reports
and presentations and delivery stakeholders o Rendering p i t0
the DDG e Processing subsistence and travel claims. The incumbent of this
position must be willing to work extended hours as welt as travel when the need
arises.

Enquiries: Mr NJ Matlala, tel. (012)441- 3648.
Chief Language Practitioner: English
DIRECTORATE: TERMINOLOGY-CO-ORDINATION

Salary: R174 243 per annum (Ref, 46595/6)

Requirements: o A appropnate Bachelnrs degree or equivalent qualification
with English as a major « Sp will serve
as a strong recommendatlon oAt least 3 years' gxperience in terminology
it » Project « Computer
l:teracy . Excellent writien and verbal.communication 'skills e Supervisory skills
« Good linterpersona skills.
Key performance areas: s Manage the steps in the terminology development
process o Research on terminology principles on thesréspective language
« Assist in training and capacity building progl » Attend termi

Iiteracy e People  management skifls e Good administrative and project

management skills » Experience in local and/or international relations and

fundraising « Famillarity with ODA funding and other relevant international donor
is highly.

Key performance argas: e Leverage funding. from our Bilateral Cultural
Co-gperation Agreements e Design new funding modals for the/culture sector in
South Africa » Place national, regional and continental,developmient objectives
for culture on the international agenda 10 secure maximum investment therein
« Promote trifateral coliaborations in the continent through. multipie funding
partnersmps and/or Agreements . Liaise with Government Departments,
cal and | dations and the Private Sector to secure
lts resources for Aris and Culture o Ligise with Provingial Departments,
g needs e [nitiate new
and service exxsimg 0DA pannershxpSo Develop funding pollcy and strategies in
with the of the Department in order to support the
achievement aof our national developmem objectives.

working « Minute and keep a record of terminalogy working meetings
» Update database e Lead allocated terminology projects.e Liaise and negotiate
with the reievant stakeholders » Supervise staff o Participate in other projects
that are vital to the implementation of the National Language policy framework
o Prepareand make p on | related issues.

Enquiries: Mr NJ Matlam tel. (012) 441- 3648.
Principal Language PractitionersSetswana
Translator
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICES

Salary: R145 920 per annum (Ref. 46595/7)

Reguirements: ¢ An appropriate recognised Bachelors degree or National
Diploma with Setswana as a major subject « Specialisation in Translation will
serve as a strong recommendation e Exceltent command of English « Two years’
pruven transiation and editing experience e General computer literacy
ion of a departmental translation and editing test e Good

Note: The successtul candidate will initiate, manage and monitor i
activities for arls and culture within South Africa, regionally with locat and
international partners. The incumbent will report, to the Director: Multifaterals
and Resourcing and Chief Director: Intesriational Liaison. Applicants must be
willing fo travel nationally and abroad.

Enguiries: Ms L Van der Westhuizen, tel. (012} 441-3577.
Deputy Director: LanguagéPolicy
Implementation
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICES

All-inclusive salary package: R344 052 per annum (Ref. 46595/3)

Requirements: » A recognised Bachelor’s degree or equivalent gualification in
languages, specialising in Language Planning and Policy Studies s In-depth

wntten and verbal communication skifls  Ability to work under pressure e Good
interpersonal skills « Knowledge of the National Language Policy Framework.

Key performance areas: « Translate and edit a wide variety of official documents
from English into Setswana and vice versa e Respond 10 queries and rendar
advisory services.to @l relevant stakeholders e Give language advice » Exercise
quality control e Liaise with clients and freeiancers.

Enquiries: Mr NJ'Matiala, tel, (012) 441- 3648,
Human Resource Practitioner: Performance
Management (2 Posts)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT

Salary: R117 501 per annum (Ref, 46595/8)
» An appropriate three-year degree or National Diploma in

knowledge of and work experience in Language Planning will be ad S,
The following are essential: o Good verbal and written communication skills
o Proven ability 1o plan and implement projects « Ability 1o analyse qualitative

Human Resource Management or related field o Experience in the
implemematmn of performance management in the Public Service » Good
ion skills (verbal and written) « Computer literacy » Good planning

information and generate management repotts e Good inter
and communication skills e Compuier literacy.

Key performance areas: e Head the Sub-directorate: Language Policy
Implementation and report to the Director: Language Planning and Development
» Be responsible for Language Policy Implementation by devising plans and
practical strategies e Plan, manage and implement research projects on relevant
language issuss e Llaise with all internal and external roleplayers on matters
relating to Language Policy implementation e Liaise very closely with the Head
of the Sub drrec'(orate Language Policy Development for sirategy formulation
and p tor NLS' co-ordination efforts in creating
synergy between NLS and Language Units {LUs} at national and provincial ievels
e Give language advice to Government departments and other relevant
stakeholders,

Note: The above-mentioned post was previously advertised. People who
applied previously ave encouraged to apply.

Enquiries: Ms Z Maloka, tel, (012) 441-3730.
Assistant Director: Performance
Management (PMDS)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT

Salary: R174 243 per annum (Ref. 46595/4)
Requirements: « An appropriate three-year degree/National Diploma in Human

and organising skilis e Basic knowledge of PERSAL.

Key performance areas: » Receive and check the quality of performance
agreements from DAC officials » Capture performance agreements on PERSAL
. Keep performance agreements of all DAC officials safe e Provide support
service fowards the lmplementaﬂon of PMDS in the Department « Prepare

for the ing committee ings » Provide advice
on the developing of Performance Agreements and Personal Development Plans
e Advise line and support functionaries on the PMDS e Assist with the
tormulation of performance standards for the Department » Monitor compliance
with PMDS in the department.

Enquiries: Ms Z Maloka, tel. (012) 441-3730.

The Depariment of Arts and Culture is an equal nppanumly affirmative action
ployer and it is the i it in the Public Sector
through the fiiling of these pnsts Persons whose transfer/promotion/
appoiniment will promote rep y will receive p An
indication in this regard will expedite the processing of applica!inns. People
with disabilities are encouraged o apply.
Applications must be submitted on Form Z83, obtainable from any Government
department or online at www.gov.za ALL SECTIONS OF THE 783 MUST BE
COMPLETED. The application form should bs ied by a
CV (including two recent and contactabie referees) ‘and certified coples of the
applicant's {0 and educational qualificatians. It is the appficant's responsibility to
have foreian aualifications evaluated by the South African Qualification Autharity
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of the Sub-directorate: Language Pnhcy Dwelopmenl tor strategysformilation
and planning e tion efforts in creating
synergy between NLS and Language Um(s (LUs\ at national and provincial levels
o Give language advice to Government departments and other relevant
stakeholders.

Nate: The ab: post was i i Peaple ‘whe
apptied previously are encouraged to apply.

Enquirles: Ms Z Maloka, tel. (012) 441-3730.

Assistant Director: Performance
Management (PMDS)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
Salary' R174 243 per annumi(Ref, 46595/4)

i fate three-year Diploma in Human
Resources or re\ated ﬂeid o Experience in the implementation of performance
management in the Public Service »Ggod organisational, planning, networking
and analytical skifls e Strong copimunication skills, both written and verbal

coupled with good intarparsonal relations e Basic supervisory experience
« Extensive knowledge of the Public Service Act, Public Service

« Advise liné and support functionaries on the PMDS o Assist with the
formulation of performance standards for the Department « Monitor compliance
with PMOS in the department.

Enquiries: Ms Z Maloka, tel. (012) 441-3730.

The Department of Ars and Cuilture is an equal opportunity aftirmalive action
employer and # is the intention fo promote reprasentivily in the Public Sector
through 1he filling of these pasts. Persons whose lranslel/promnlmn/

will promate will therefore receive prefgrence. An
indication in this regard will expedite the processing of appiications. People
with disabilities are encouraged to apply.

Appllcauons must be submitted on Form Z83, obtainable from any Government

epanment or onlme at www.gov.za ALL SECTIONS OF THE 283 MUST BE
ication form should be

CV (mcludmg two recent and contactable referees) and cenlhed copies ot lne

applicant's {0 and. ions, It is the applicant's

have foreign qualifications evaluated by the South African Qualification Aumomy

(SAQA) priof tathe sefection process. Applicants applying for more than one

post must submit @ separate form Z83 (as well as the documentation mentioned

above) in respect of each post being applied for. If an applicant wishes 1o

withdraw an apph?auon ftmust be donu in writing. Failure to submit the required

and
Guidelings for the pesfarmance management and development in the Puhlnc
Service.
Key performance areas: e Assist with the implementation of Performance
Management and Development systems for alt levels in the Department
« Provide expert advice to 1op management, line managers and all employees of
the Department on all issues peraining to the implementation of

will disqualily i No faxes or g-mails will
be accepted.
Note: o Piease note that all successful candidates will have to undergo security
clearance and their appointments will be provnsmna! pending the outcome of a
security clearance and verifi of will
e required 10 §igh ajperformance agreement within lhrea months of assumption

management « Monitor and ensure cumuhancc to the PMDS policy by all
employees of the Depariment by ensuring that ali employees submit their
periormance agreements on time and quarterly reviews are also done on time
« Render advisary services.in.the.Moderating Committees » Ensure logisticat
support is provided during the moderation pracess e Manage slatistical data on
PMOS » Assist Unit Heads in developing performance standards that are aligned
10 strategic pians of the Depamnem ® Assist with the development and
improvement of policy provisions on PMDS policies e Train, supervise and
develop staff under his/her control e Assist with report writing, monitering and
evaluation and presentations.

Enguirles: Ms Z Maloka, tel. (012) 441-3730.

of duly e will be limited to short-listed candidates only e if you
do not hean fron us within three months of the closing date, please assume that
The Dep: reserves the right nat to filt

your

any of these pusmons
ALLPOSITIONS ARE BASED IN PRETORIA.

Pigasa farward your application, quoling the refevant relerence number and
the name.of this publication to: The Director: Human Resource Management,
Oepartment of Aris amd Culture, Private Bag X897, Pretoria 0001,
Applications tan alsc be hand delivered to the Department of Aris and
Cuiturs, Kingstey Ceatre, 2nd Fioor, car Chiurch and Beatrix Streets, Arcadia,

Pretoria,
Closing date: 13 October 2008. b«

Flaman Communations 45635




arts and culture

Department:

Ats and Cuiture
REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably qualified and experienced candidates to fill the following positions:

DEPUTY DIRECTOR:

NATIONAL SYMBOL POPULARISATION
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 407 745 per annum (Ref. 154/001)
REQL TS: sAn three year degree / National diploma in areas such as
Marketing. Communications and Media Studies and reievant
of heraldry and the national symbols sCompetence in programme design and development
sCompetence in conducting research «Ability to work under pressure sPeople and

CHIEF SECURITY OFFICER
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 117 501 per annum (Ref. 154/008)
REQUIREMENTS: »Grade 12 Certificate plus a Certificate in Security Risk Management and a
minimum of 3 years relevant experience OR Grade 12 Certificate and a minimum of 4 years
relevant experience eRegistration with SIRA and minimum of Grade B management certificate
A valid driver's license eAppropriate experience in security as welf as general administration
sKnowledge of and experience in all security retated duties and functions as per Minimum |

project management skifis eGood Interpersonal skilis eAbove average computer skills
ePreparedness to travel extensively.

KEY PERFORMANCE AREAS: ¢The incumbent will be responsible 1o further the mandate of

Security {Miss ) and the theref, Fire Arms Confrol
Act, Occupational Health and Safety Act, Protection of on Act, Access to Act
and Control of Access to Public Premises and Vehicle Act sKnowledge and experence in §
supervision of securily and recepfion staff sSecurity control room and reception management

nation building and social cohesion through national symbols ePromote ge on South
African National Symbols to all South African cilizens through varlous communication activiies
+Co-ordination of special projects such as the popularisation of National Symbols, Heritage Day.
Nationat Orders Award Ceremony and the Flag in Every School Develop policies in relation to

areas of focus eConceptualise and execute public p oDevelop an
for and ion of projects.
ENQUIRIES: Mr. N. J. Matiala, Tel: {012) 441 3648.

ASSISTANT DIRECTOR:

PLAYHOUSES, ARTS AND CULTURE FESTIVALS
DIRECTORATE: ARTS AND COMMUNITY LIAISON
Salary: R 174 243 per annum {Ref. 154/002)
REQUIREMENTS: oA three year degree or National diploma in Arts or related field »Proven
experience in management and governance of Playhouses and an understanding of the Arts and
Culture Festivals environment / landscape eGood verbal and writtel communication skills
«Knowledge of relevant aris policies, acts and regulations Compulter literacy eExperience in
project co-ordination and management »Valid driver's license.
KEY PERFORMANCE AREAS: #Align the work of Playhouse$ (Performiing arts institutions) to
the Department's objectives eMonitor and evaluate the implementation.of Departmemal policies
by the Playhouses sProvide suppon to ali p leading o _the i of Council
arts and culture festivals eAssist in developing
new programmes and pennershlps with Funding bodies, other possible funders and donors
sMonitor and evaluate funded festivals sDevelop and maintain the database of all Arts ahd
Culture Festivals in South Africa.
ENQUIRIES: Ms. Z. Maloka, Tel.: (012} 441 3730.

ASSISTANT DIRECTOR:

GRAPHIC DESIGN: HERALDRY (3 Posts)
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Satary: R 174 243 per annum (Ref. 154/003)

REQUIREMENTS: oA National Diploma in/Graphic Arts majoring in Graphic Design o an
equivalent recognised qualification «An abifity to leam heraldic design principles sAbility to
.produce finished designs in colour by ufifisingdrawing instruments eWillingness to learn the ant
of calligraphy »Abliity io work alone and concentrate for long periods of time.

KEY PERFORMANCE AREAS: sProduction of finished artworks on certificates fand for the.
Register of the Bureau of Heraldry «Core antworks involves the design of the coats of arms sThe
preparation and maintenance of a record of work sThe of a card index
system of registered designs eAdditional and related tasks as delegated by e project manager.
ENQUIRIES: Ms. P. Mulaudzi, Tel.: {012) 4413617,
. NOTE: oShort listed candidates will be required to do a competency assessment. They should
submit a comprehensive portiolio at the interview,

ASSISTANT DIRECTOR: SECURITY SERVICES

CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 174 243 per annum {Ref. 154/004)

'REQUIREMENTS: oA three year Nationat diplama in Security Management with a minimum of 2

fire detection and systems as well as CCTV and access
control systems ¢ Training of security officers; security training »Good
skills (writlen and verbal) and interpersonal relations »Computer literacy #The incumbent of this
position will be expected to work irregular hours.
KEY PERFORMANCE AREAS: The successful candidate will: eAssist with security policy
pervise security officers and reception personnel sTrain
security officers and reception personnel ePresent securily awareness training lo staff, visifors
and confractors sinvestigate security incidenls and breaches sReport security incidents and
fisks eSupervise and assist with wnungency matters eMonitor and report on security |
and y audits and insp eAssist with the issuing and |
rsmmlng of keys eLock/uniack offices when necessary sissue and return access control identity
cards eEscort for Access / Exit control dufies:
induding searching «Operale the fire detection, and extinguishing system as well as the CCTV
and access control systems eMonitor CCTV eSafekeeping of keys «Visit and inspect sites and
report back.
ENQUIRIES: Mr. N. J. Matiala, Tei. (012) 441-3648,

SECURITY ADMINISTRATION OFFICER
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 94 326 per annum (Ref..154/007) H
REQUIREMENTS: eGrade 12 Certificate with a minimum ol‘ 2 jyears, related expenencei
sRegistration with SIRA and mini of Grade B i
security related duties and security administration «Valid dnvers ficense -Knowledge and it
in the of the Security (M ).
Fire Arms Control Act, Occupational Health and Safety Act, Protection of |nf0rmat|on Act Access §
1o Information Act and Confyol of Acuess to Public Premises and Vehicle Act sKnowledge and
in fire di and systems as well as. CCTV.and access
control systems «Good communication skills {written and verbal) and interpersonal relations
«Computer fteracy Successful candidate will be required to work shifts (including night shifts)
as well as iregular hours.
KEY PERFORMANCE AREAS: The will: etmp Dep
security poficies and procedures sHandling security eAssist with
security awareness training eAssistwith contingency matters sAsslst with renewal/inew security
tenders sAssist with security contracts and tenders eAssist with service provider administration
oMamtam filing system o8¢ responsnble for key and access card control wEscorting of
of security patrols and inspections eOperate fire
and systems security security
emergenty procedures eReport on securtty incidents and risks.
ENQUIRIES: Ms: P. Mulaudz, Tel.: (012)441-3716.

SENIOR SECURITY OFFICER GR 11 (4 Posts)
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Satary: R 84 326 per annum (Ref. 154/008})
REQUIREMENTS: eGrade 12 Certificate with a minimum of 2 years related exvenence‘
sRegistration with, SIRA and. mi of Grade B
semnty refated duties «Valid driver's license
Securil

and in the

(MISS D Fire Arms Control Act,

Oompatlonal Health and Safely Act, Protection of Information Act, Access 10 Infarmation Act and
Control of Access to Public Premises and Vehicle Act eK| and i in op

fire ing systems as well as GCTV and access control systems «Good

01

years relevant experience eRegistration with SIRA and of Grade A

certificate oA valid driver's license eAppropriale experience in security as well as general
of and i

skms {written end verbal) and interpersonal relations eComputer literacy
i will be required to work shifis {including night shifts} as well as irregular

In all security related duties and & as per
. ion Security (MISS } and the ication thereof, Fire
Arms Contral Act, Occupational Health and Safety Act, Protection of Information Act; Access to
{nformation Act and Control of Access fo Public Premises and Vehicle Act sKnowledge and
experience in supervision of security and reception staff eSecurity control room, and reception

fire and ing systems. as well as

fours,
KEY PERFORMANCE AREAS: The  will be for: eAssist with
Access [ Exit control duties including duties «C ion of registers '

sissuing and retuming of keys sSafekeeping of keys eLocking / uniocking of offices when ‘B
necessary elssuing and retumlr@ of access contral idenfity cards eEscorting of visitors / 88

CCTV and access contral systems «Training of security officers; security training
+Good communication skills {written and verbal) and interpersonal refaions sComputer literacy
#The successful candidate will be required to work iregular hours.
KEY PERFORMANCE AREAS The successful candidate will; eAssist with security policy and
and update the electronic access
oonlro{ CCTV and ﬁre prevenhon systems eCreate, interpret and report on securily
security tenders eManage security contracts and service
i i secunl end #Train security officers and reception
personnel -Pnzsenl security awareness traming to. staff, visitors and contractors envestigate
security incidents and breaches eReport security incidents and risks eSupervise and assist with
contingency matters sMonitor and report on security sPerform security audits and inspections
eimplement key control eControl access / exits eAttend meefings and report back.
ENQUIRIES: Mr. N. J. Matiala, Tel.: (012) 441 3648.

ADMINISTRATIVE OFFICER
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
Salary: R 117 501 per annum (Ref. 154/005)
REQUIREMENTS: »A three year degree or National diploma in Human Resource Management,
Public Management and Administration or related field or a Senior Certificate wilh & minimum of
3 years relevant expefience sGood communication (verbal and wiitten) and interpersonal skills
eProblem solving and analysing skills cGuod planning and organising skils' wAiity to take

g of security patrols and inspections eOperating of the fire
detection and extmguxshmg system nOperatmg of the CCTV and access control systems «CCTV
mohitoring sinvestigation of security incidents ing of security p
#Reporting on security incidents and fisks.

ENQUIRIES: Ms. P. Mulaudzi, Tel.: (012) 441-3716.

The Depanment of Arts and Culture is an equal opportunity atfirmative action employer and 1t is the
intention fo promote r-presentauvny in (he Publ(c Sector through the filling of these posts. Persons
whase transfer / ity will therefore receive preference.
An indication in this regard will expedite lhe processing of applications. People with disabilities are
encouraged to apply.

i must be on Form Z83, from or online at
www.gov.za. ALL SECTIONS OF THE ZB3 MUST EE COMPLETED The appiication form should
bs d by a P CV {i two recent and cont-c(-blo referees) und -
CERTIFIED copies of the s iD and b
responsibitity to have foreign qualifications evaluated by the South Aim:an Gunllﬁcnnon
Authority (SAQA} prior to the selection process. Applicants applying for more than one post
must submit & separate 283 form (as woll as the documentation manuoned above} in respect of
each post they apply for. if an wishes 10 wil an ion it musl bo done in
writing. Failure 10 submit the required ion will if E
No faxes or e-mails will be accepted. The Dapartment reserves the right not to filt the above
post(s).

initiative eComputer literacy . policies and p
relating to Human Resource Ki , of office
prep K ofan o system.

KEY PERFORMANCE AREAS: sManage workflow In the Chief Directorate: HRM eProvide

PLEASE NOTE: Al successful candidates will have to undergo security clearance and their

will be i pending the outcome of a security clearance eSuccessful candidates
will be required to sign a perlormance agreement within 3 months of assumption of duly
eCorrespondence will be fimited to short-isted candidates only eff you do not hear from us within 3 |
months after the closing date, please assume that your application was unsuccessful.

administrative support with regard to finandial
matters »Ensure proper record keeping eTake minutes and keep record of pruceedmgs of the
Chief Di receipt of o the Chief
Directar's office and foliow up on activities /
workshops ePerform any other office administration tasks as |nskructed by the Chief Director.

ENQUIRIES: Ms, Z. Maloka, Tel.: (012) 441-3730.

Closing date: 24 October 2008.

Au PRETORIA.
Please forward your application, quoting the relevant reference number and the name of this
publication to: The Direttor: Human Resource Management, Department of Arts and Culture, Private .
Bag X887, Pretoria, 0001. Applications can also be hand delivered to the Department of Arts and ;
Culture. Kingsley Centre, 2™ Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria. :




arts and culture

Department:
Arcs and Culture
REPUBLIC OF SOUTH AFRICA

Applications are invited from suitahly qualified and experienced candidates to fill the foliowing positions:

Deputy Director: Language Palicy Development
All-inclusive remuneration package: R344 052 perannum (Ref: DDll1)

Requlmmenls A recognised Bachelor's degree jn Lingut i in i

+» In-depth knowledge of, and work experience in, language planning will be advantageous » Good verbal and
written communication skills « Proven ability to plan and implement projects « Ability to analyse qualitative
Information and generate management reports » Good interpersonal and negotiation skills « Computer literacy.
Key performance areas: » Head the Sub-Directorate: Language Policy Implementation and report to the
Director: Language Planning and Development » Assume responsibility for Language Policy Implementation by
devising plans and practical strategies » Plan, manage and implement research projects on relevant language
issues = Liaise with all internal and external role players on matters refating to Language Policy implementation
« Work very clusely with the Head of the Sub-Directorate: Language Policy Development for strategy planaing
and isms for NLS coordination efforts In creating synergy between NLS anct
Language Units (LUs) at nationa! and provincial levels « Provide language advice to Government departments
and other relevant stakeholders.
Enquiries: Ms Z Maloka, tel: (012) 441-3730.

Senior Secretary
Chief Directorate: Arts, Social Development and Youth (ASDY)
Salary: R117 501 per annum (Ref: SS01)
Requirements: » A dynamic individual with a Senior certificate as well as a Secretarial diploma » Proficiency
in typing and advanced knowledge of MS Office packages (Word, PowerPoint, Excel, etc) » Sound knowledge
of the Outlook pamge including e-mail, calendar and contacts database » 2 year's secretarial experience,

including etinuette, tracking, i practices, and
meeting procedures, photocouylnu faxmg and nngolng filing.» Goed interpersonal as well as verbal and written
commumication skifls » F st be: ised and diligent » Attention'to detail.is of paramount
importance » i isati Skll[S » Meti and assartive = Ability to mutfi-task.

Key perfarmance areas: « Gerieral office administration and other support functions ¢ Assist in the. planning
and preparations of meetings, projects. and work sessions » Manage the diary and associated activities,
actions and content manually and ically « Effective ing, routing of calls and taking
messages « Research for content of presentations on PowerPoint ¢ Ensure senior is equipped with necessary,
documentation for megtings 's Take minutes of meetings « Recelve visitors and arrange parking « Process
subsistence and travel claims * Responsible for making travel and accommodation arrangements » Ensure
efficient information flow “(letters, e-mails and documentation) with and between internal and exiernal
stakehoiders « Ensure infarmation is on record and readily available when required,

Enquiries: Mr NJ Matlala, tel: (012) 441-3648.

internal Auditor

Salary: R117 501 per annum (Ret: [A01)
Requirements: » An appropriate 3-year degreg or. National diploma WIth majors in Audltmgllmemal Auditing
and Accounting « 1 year's experience in internal auditing » Ext of thi for the
Professional Practice of Internal Auditors (SPPIA}, Public.Finance.Management Act and Treasuw Regulations,
coupled with good written and verbal communication skills as well as anaiytical and interpersonal skills
= Abilityto work under pressure, meet tight deadlines and be target-driven « Computer Iiteracy.
Key performance areas: » Propare system descriptions and fiowcharls » Develop: thel elementary audit
programme  Execute the audit programme * Complete and reference the'working papers = Document audit
findings » Liaise with team leader at all stages of the audit process  Inform the supeivisory regutarly on the
progress of the audit » Observe protocols during interviews with managers « Assist in'the administration of the
Internal Audit Activity.
Enquiries: Ms P Mulaudzl, tel: (012) 441-3715.

Cultural Officer: Visual Arts
Directorate Multimedia

Salary: R117 501 per annum (Ref: CO01)
Requirements: » Bachelor’s degree ora 3-year National diploma in Public Administration or Social Sciences
or any other related area = Experience in;.and knowledge of, the Visual Ars sectar in South Africa will be
an advantage » At least 3 years” experience Insadministrative tasks such as compiling documents, arranging
meetings and minute taking » Knowledge of processing’ payments, procurement-procediires and transport
arrangements will be an advantage « Experience in managing and maintaining a filing system » Computer
literacy « Good English writing skills,
Key areas: The main ibility is to assist the staff of the Muttimedia Directorate and deal with
mamzrs pertammg to the responslbdlty of the Direclorate. This includes the following: Assisting with the dally

n the In the Visual Arts sector « Addressing enquiries received from the

Visual Arts fratermty . Preparlng submissions and afl other required documents refated to Visual Arts  Taking
minutes at meetings and following up on decisions taken « F g all approved
and monftoring projects funded by the Department « Handling travel arranuemems and payments of service
providers « Liaising with other stakeholders such as Governments departments, provincial and local authorities.
Enguiries: Ms Z Maloka, tel: {(012) 441-3730.

The Department of Arts and Culture is an equal tion and it is the
intentian to promote representativity in the Public Sector lhmugh lha nllmn of these pnsls Persons
whose transfer/promotion/appaintment will promote recei
An indication in this regard will expedite te procéssing of appllcatluns People with dlsahlllhes are
encourage 1o apply.
Applications must be submitted on Form 283, obtainable;sfrom; any Government Department or
onling at www.| uuv 2a. All sections of the Z83 must be completed and the application form should be
ive CV (including two recent and comtactable referees) and cerlified
copies of the appllum’s i and educational qualifications. It is the applicant's respansibility to have
foreign qualifications evaluated by the South African Qualification Authority (SADA) prior to the selsction
process. Applicants applying for more than one post must submit 2 separate Form 283 (as well as the
documentation mentioned ahove) in respect of sach post being applied for. If an applicant wishes to
withdraw an application it must be done In writing. Failure to submit the required dacumentatinn will
i disqualify i No faxes or g-mails will be accepted.

 Please note that all successful candidates will have fo undergo security clearance and their appointments
will be provisional pending the ouicome of a securlty clearante » Successtul candidates will be reguired
to sign a performance agreement within 3 months of of duty » will be limited
to shortlisted candidates only « if you do net hear from us within 3 manths after the glosing dale, piease
assume that your application was unsuccesstul. All positions are based in Pretoria.
Please forward your application, quoting the relevant reference and the name of this publication to:
The Director: Human of Arts and Culture, Private Bag X897, Pretoria
0001. Applications can aisa be hand delivered to the Department of Arts and Culture, Kmnslsy Centre,
2% Floor, Cor Church and Beatrix Strects, Arcadia, Pretoria.

(E/\- JobVest asarans

Closing date: 10 November 2008,
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Applications are invited from suitably qualified and experienced candidates to fill the following positions;

ASSISTANT DIRECTOR: ASSET MANAGEMENT

DIRECTORATE: SUPPLY CHAIN AND ASSET MANAGEMENT
Salary: R 174 243 per annum (Ret, 180/001}

REQUIREIIENTS oA mcogmsed three-year Bachelor's degree or National diploma o Logistios Management / Purchasing
7 Public ge of and experience in asset mansgement e Appiication of knowledge of the
Treasury , Public Finance Preferential Policy Framawork Act and other related regulations
and prescripts #Supervisory skiis aCompuer literacy (MS Word and Excal) sKnowledge of and experience in LOGIS, BAS,
BAUD and AssetPro «Good communicalion, wiiling and blerpersonal skills «Abilfty to work accurately and methodically » Ability
fo work untier pressure and deliver according to Sght deadlings,
KEY PERFORMANCE AREAS: The successhid applicant will be required to: »Execute delegated powers with regads fo ensuring
effective and efficient management of assets eEnsure proper aflocation of codes in terms of slandard accounts Verification of
assets {quarlerly) wDisposal of asseis #Ensure optima! utiization of assels wPrepare relevant reports (monthly) shonthly
reconcifiation of essels between the Asset Register and the General Ledger (BAS) eMaintain Asse! Register and control bar-
cading of assets of

ENQUIRIES: Ms Pertunia Mulaudz, Tel.: {012) 4413716,

HR PRACTITIONER: LABOUR RELATIONS

CHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT
Salary: R 117 501 per annum (Ref. 190/002)

REQUIREMENTS: wAn appropnale degree or Nalional diplomain Labour Reiations or Human Resource Menagement
wKnowledge of human resource management fiekl and Jabour rejations processes and procedures #food interpersonal, liaison
and communication sidis (written and vertsal) e Abllity fo work. under pressure and long hours when required #Good computer and
databa: skills «Self-matvated and creativ ly to dassified informetion #Abiiity to handle different projects
atthe same time eflanning and organising »Records management 'mebdge of PERSAL.

KEY PERFORMAMCE AREAS: The successful applicant will be required lo; »Provide adminiskiative support to the Sub-
Directorate: Labour Relations «Enswe that relevant repocts are compiled in line with employment law requirements sProvide
basic advice and guidance of labour relations eCo-ordinate investigations on grievances and misconduct cases shanage the
records for the Sub-Directorale ehaintain and manage the database lor all cases in the Depariment e Provide secrelariat service
1o varicus meetings of iabour relations section «Capture information on PERSAL with regards to labour refalions matters.

ENQUIRIES: Ms Zandile Maloka, Tel.: {012) 444-3730:

The Depaﬂmem of Ants and Quitwre is7an equal opporlunity affirmalive alion employer and it 5 our inienton to promole
representativity in_the Departmen. trough, the filing of these posts. Persons whose fransfer p«omolim i appointment will
‘promate repesentativity will therefore receive preference. An indication in s regard wilf expediis the processing of applications.

People with disabilitics are encouraged to apply.

lications must be ‘submitied on Farm 283, obiainable from any Govemment depariment or onling al wyw.gov.za. ALL
SECTIONS OF THE Z83 MUST BE COMPLETED. Application form({s) should be accompanied by 2 comprehensive CV-
{inciuding ‘two recent and contactable roferses) and CERTIFIED coples of the applicant’s 1D and ‘educational
qualifications. It Is the applicant's responsibliity to have foraign qualifications evaluated by the South African
Qualification Authority {SAQA} Appiicants applying for more than one post must submif a separate Z83 form (as well as
e documentation mentioned abova) in respect of each post they apply for. if an applicant wishes lo withdraw an,
application it must be done In wiiting. Failure fo submit the required documenlation will automatically disqualify
applications. No faxes or e-mabis wil be accepted. The Depariment reserves tho right nof to fil the above posi(s).
PLEASE NOTE: e Appslicants musthole that furthet checks wil be conducted orice they are shartfisted and that their appointment
is subject to posifive outcome of fhese checks, which includes security clearances and veffing, qualifications and employment
history verificalions, identty and criminal records. » Successful candidates will be required 16 ign a pedormance agreemen! within
3 months of zssumption of duly eCorrespondence wil be limted to shont-listed candidales only e1l you do nol hear from us within
3 months after the ciosing dale, please assume that your agplication was unsuccessh,

All positions are based in Protoria.
Please forward yoie application, quoting the relevant reference number & the hame of this'publication fa: The Direclor: Human
Resource Management. Depariment of Arts & Culture, P/Bag X807, Pretosia, 0001, Applications can aiso be hand delivered to the
Department of Arts & Culture, Kingsley Centre. 2nd Fioor, Cnr Church & Beatrix Streets, Arcadia, Pretoria.
Closing date: 5 December 2008.
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Applications are invited from suitably qualified and experienced candidates to fill the following positions:

ASSISTANT DIRECTOR: ASSET MANAGEMENT
DIRECTORATE: SUPPLY CHAIN AND ASSET MANAGEMENT
Salary: R 174 243 per annum (Ref. 130/001)

REQUIREMENTS -A rewgnlsed three-year Bachekr's dsgree or Nationdl diploma in Logistics Management / Purchasing
of and experience in assel management eApplication of knowledge of the
Treasury Regulaﬂms‘ Public Finance Managament Prelerenhd Procurement Policy Framework Act and other related regudations
and prescripts eSupenvisory skills eComputer literacy (MS Word and Excef) eKnowledge of and experience in LOGIS, BAS,
BAUD and AssatPro eGood commumication, writing and intarpersonal skills eAbility to work acowrately and methodically eAbility
1o work under pressure and deliver according to tight deadiines.

KEY PERFORMANCE AREAS: The succassful applicant will be requirad to: ¢ Execute delegated powers with regards i ensuring
eflective and efficient management of assets ®Ensure proper aflocation of cades in terms of standand accounts eVerffication of
assels (quartsily) eDisposal of assets eEnsure optimal uiization of assels eFrepare relevant reports (monthly) eMonthly
reconciliafion of beiween the Asset Register and the General Ledger {BAS) eMaintain Asset Register and control bar-
coding of assets «Management of deparimental cellutar telephones.

ENQUIRIES: Ms Pertunia Mulaudzi, Tel.: (012) 441-3716.

HR PRACTITIONER: LABOUR RELATIONS
CHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT
Salary: R 117 501 per annum (Ref. 190/002)

REQUIREMENTS: eAn eppropriate degreo or Nationa! diplomain Labour Relations or Human Resource Management
Knowledge of human resource management field and labour relations processes and procedures #Good interpersonal, fiaison
and communication skills (written and verbal) eAbility to work under pressure and long hours when required Good compuler and
database management skills eSali-motivated and creative eSensifivity o classified information eAbility to handle diflerent projects
at the same fime ePlanning and organising «Records management #Knowledge of PERSAL.

KEY PERFORMANCE AREAS: The successiul applicant will be required fo. eProvide administrative support to the Sub-
Directorate: Labour Relations «Ensure that relevant reports are compiled in line with employment law requirements e Provide
besic advice and guidance of lsbour relations «Co-ordinata investigations on grievances and misconduct cases eManage the
records for the Sub-Directorate eMaintain and manage the database for all cases in the Department ePravide secretariat servics
{o various meefings of labour relations section e Capture information on PERSAL with regards to lsbour relations matters.

ENQUIRIES: Ms Zandile Maloka, Tel.: (012) 441-3730.

The Department of Arts and Culturs is an equal opporurity affirmafive action employer and it is our.intetion to_promote
reprasentafivity in the Department through the filling of these posts.  Persons whose transfef / promotion / appointment will
promote reprasantativity will therefore receive preference. An indicafion in this regard will expedite the processing of applications.

People with disabilities are encoutaged to apply.

Apr” " s must be submitied on Form 783, abtainable from any Govemment department or online at www.gov.za. ALL

SE - OF THE 283 MUST BE COMPLETED. Application form(s) should ‘be a¢companied by a comprehensive CV
(mch.umg two recent and conhv:table rehreu) and CERTIFIED copies; of the applicant’s ID and educational
It Is the to have foreign evaluated by the South African

Qualification Authority {SAQA) Applicants applying for more than one post must subinit a separate Z83 form (as wefl s
the documentation mentioned above) in respect of each post they apply for. ¥f an appiicant wishes to withdraw an
application It must be done in writing. Failure to submit the required documentation will sutomatically disqualify
applications. No faxes or e-mails will be accepted. The Department reserves the right not o fill the above post(s}.

PLEASE NOTE: eApplicants must nota that further chacks will be conducted once they are shortisted and that their appointment
is subjeet to posifive outcome of these checks, which includes Seciity. clearances and velting, qualifications and employment
history verifications, identity and criminal records. #Sticoessful candidates will be required fo sign a performance agresment within
3 months of assumption of duty sCorraspondence will be limited to short-istad candidates only elf you do not hear from us within
3 months after Iha closing dats, please assume that your applicalion was unsucoesshul.

All positions are based in Pretoria.
Piease forward your application, quofing the relevant reference number & the name of this publication to: The Director: Human
Resource Management, Department of Arts & Culture, P/Bag X897, Pretoria, 0001. Applications can also be hand défivered to the
Department of Arts & Culture, Kingsley Centre, 2nd Floor, Cnr Church & Beabix Strests, Arcadia, Pretoria.
Closing date: § December 2008.
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arts and culture

( )l Department:
Arts and Culture
W REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably qualified and experienced candidates to fili the
following positions:

Deputy Director: Heritage Policy and Legislation
CHIEF DIRECTORATE: HERITAGE

All-inclusive remuneration package of R344 052 per annum (Ref. 54926/1)
Requiremants: Applicants must be in possession of a relevant 3-year Bachelor's degree. The
following will serve as strong rec » A good ing of the heritage sector
o Strong policy formulation and research skills o Excellen( verbal and written communication and
liaison skills e Analytical and problem-solving skills e An understanding of the importance of
heritage in mesting broader Governance imperatives e Exceffent interpersonal skills and the ability
to work as part of a dynamic team.

Key performance areas: e Assist in the implementation of a research and policy agenda for the
Heritage Chiet Directorate e Assist in the formulation and review of heritage policies and legislation
o Develop position papers and discussion documents e Liaise with heritage stakeholders, including
other Government dep: , statutory ions and civil society e Facilitate and co-ordinate
research projects e Supervise and manage service providers and policy panels.

Enquiries: Ms Zandile Maioka, tel. (012) 441-3730.

Assistant Director: Recruitment and Selection
(2 Posts)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
Salary: R174 243 per annum {Ref. 54926/2)

o A three-year degree/Natignaf Diploma in Human Resource Management or Social
Sciences or Senior Certificate with'at Ieast 4 years experience in the field ‘of Human ReSource
Management e Good understanding of the HR field e Adequate refevant experience o Good plannifig
and organising skills e;Good: communication and interpersonal skills e Analytical ‘thinking and
innovation/creativity & Policy ‘farmifation skills e Ability to work under pressure  Knowledge of
Government progesses and procedures as well as refevant HR prescripts e Knowledge of PERSAL
o General computer literacy'e Client orientation and problem-solving skills @ Good understandmg of
relevant legisiation.
Key performance arsas: e Draft, edit and place recruitment adverti . Handle D ta
advertised postse Recruit temporary/relief employees e Provide HR advice and secretarial services
during the interviews » Presant management reports on recruitment trends within the Department
of Arts and Culture  Render an effective advisory service on recruitment processes e Liaise with
other HR components on employeg changes e Manage and superviss/employees afithe Section:
F and Draft jons to secure approval for appointment.of recommended
candidates e Ensure processing of payments for advertised posts and recruitment agencies for
services rendered e Supervisory responsibilities » Administer exit interview guestionnaires
o Facilitate competency assessment and verification ofsgualifications and employment history as
part of the Recruitment and Selection processes.
Enquiries: Ms Loraine van der Westhuizen, tel. (012) 441-3755.

Chief Language Practitioner-Afrikaans
{EDITOR/TRANSLATOR)
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE

Salary:R174 234 per.anaum (Ref. 54926/3)

Requirements: o An appropriate, - recognised Bachelorsw.degree, preferably with_Afrikaans,
Linguistics or Translation as major subject(s) e Afrikaans as a first'language» Excellent command
of English » At least 5 years’ proven editing and franslation experience » Proven.general computer
literacy o The ability to edit @nd translate text electronically « Successful completion of a

editing and tr ion test « Good written and verbal communication skills e The
abl[lrty to work under pressure » Good, interpersonal skills e Knowledge of the Nationa! Language
Policy.
Further r oA qualification in Translation e Experience in editing and
translating publications in the public sector e Experience in editing and translation legislation e SAT
accreditation as a transiator and/or editor, and/or ion as a sworn lator in the relevant
language(s).
Key performance areas: o Edit in Afrikaans, and translate from English into Afrikaans, a wide
variety of official documents e Supervise and train subordinates » Exercise quality control over
internal and outsourced work e Coordinate internal and outsourcing administration e Liaise with
clients and freelancers ¢ Give language advice.
Note: Only short-listed candidates will write the required test.
Enquiries: Mr Joey Matlala, tel. 012-441-3648.

The Department of Arts and Culture is an equal opportunity, affirmative action employer and
itis thei toy pi ivity in the Public Sector through the filling of these
posts. Persons whose transfer/p i will wi
therefore receive preference. An indication in this regard will expedite 'the processing of
applications, People with disabilities are encouraged to apply.

Applications must be submitted on Form 783, obtainable from any government department or online at
www.gov.za ALL SECTIONS OF THE Z83 MUST BE COMPLETED. The application form should be
accompanied by a comprehensive CV (including twao recent and contactable referees) and CERTIFIED copies
of the applicant’s ID and educational qualifications. It is the appiicant’s responsibility to have foreign
qualffications evaluated by the South African Qualification Authority (SAQA) prior to the selection process.
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. if an applicant wishes to withdraw an
application it must be done in wiiting. Failure to submit the required dotumentation will automatically
disqualify appications. No faxes or emails will be accepted. The Department reserves the right not to fill the
above-mentioned post(s).

Note: » Applicants must note that further checks will be conducted once they are shortlisted and that
appointment is subject to the positive outcome of these checks, which include security dlearance and
vetting, qualification and employment history verification, identity and criminal record checking e Successful
candidates witl be required to sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number and the name of this
publication, to: The Acting Chief Director: Human Resource Management, Department of Arts
and Culture, Private Bag X897, Pretoria 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2nd Floor, ¢nr Church and Beatrix Streets,
Arcadia, Pretoria.

Closing date: 20 February 2008, b,
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Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

Hooftaalpraktisyn: Afrikaans
(REDIGEERDER/VERTALER)

Salaris: R174 243 per jaar (Verw 54326/3)

Minimum vereistes: e 'n ike, erkende of ige kwalifikasie, verkieslik
met Afrikaans, Vertaling of Taalwetenskap as hoofvak e Aftikaans as eerste taal » Ultstekende beheersmg
van Engels » Ten minste vyf jaar bewese ondervinding in vertaling en redigering e Bewese algemene
rekenaargeletterdheid e Vermog om op die rekenaar te vertaal en teks te redigeer o Suksesvolie aflegging
van 'n dspartementele tosts wat verialing en redigering behels o Goeie skriftelike en mandelinge
kommunikasievaardighede  Vermoé om onder druk e werk e Goeie interpersoantike vaardighede
» Kennis van dig Nasionale Taalbeleid.

Verdere aankevelings: e 'n Nagraadse kwalifikasie in Vertaling e Ondervinding in die vertaling en
redigering van publlkmes in die openbare sektor « Ondervinding in die vertaling en redigeting van

« SAV as vertaler en/of redi en/of as gesware vertaler in

die betrokke taal
Sleutelprestasie- areas o Redigering in Afrikaans, en die vertaling uit Engets in Afrikaans, van 'n wye
. aor en opleiding van ondergeskiktes e Uitoefen
op lmeme en ui werk o Kod g van interne en uitbestedingad ministrasie

. Skakelmg met kliénte en vryskutwerkets e Taaladvueslewennq
Let wel: Slegs kortlyskandidate sal die vereiste tosts afle.
Navrae: Me. Loraine van der Westhulzen, tel. 012-441-3755.

Die Depariement van Kuns en Kulluur is 'n wat gelyke en daar
word beoog am in die iens te beverder met die vul van hierdie paste.
Persone wie se i diging sal hevorder, sal dus voorkeur

geniet. 'n Aanduiding in dié verband sal die ing van

persone word aangemoedip om aansoek te doen.

Aansoeke moet ingedien word op Verm Z.83, wat by enige Staatsdepartement verkrygbaaryis, of
op die internet by www.gov.za Alle afdelings van die Z.83 moet ingevul word en die aansoekyorm
ny ergesel gaan van 'n omvattende CV (insluitende twee onlanpse referente met wie in
v g getree kan word) en DORSPRONKLIKE GEWAARMERKTE aiskrifte van die nansoeker
se w-dokument en npveedkundipe kwallfikasle. Dit is 5
huitelandse kwalifikasies voor die deur die Suid Kwalifikasie-owerheid
(SAKO) te Jaat evalueer. Persane wat am meer as een pos aansgek doen moet 'n aparte Vorm Z.83
(asook die dokumente hierbo genoem) vir elke pos indién. Indien ‘n aansoeker °n aansoek wil
onttrek, moet dit skrittelik gedoen word. Versulm om die vereiste dokumentasie in te dien, sal
aansoeke outomaties diskwalifiseer. Aansoeke per faks of €-pos word nie aanvaar nle. Die
Departement behan die reg vaar om hogenasemde pns(le] nie te vul nie.

Let wel: e Alle suksesvolle kandidate sal ing moet en hut ings sal
voorloplg wees hangende die unsiag van die i inge idate mogt binne drie
maande na sy/haar ‘n prestasi

ALLE POSTE IS IN PRETORIA

Rig asseblief jeu aansaek, met vermelding van die toepasiike verwysingsnommer en'die naam van
hierdie i aan: Die van
Kuns en Kultuut, Privaatsak X897, Preteria 0001. Aansoeke kan ook per hand by die Departement
van Kuns en Kulfuur, Kinpsteysentrum, 2e Vioer, hoek van Kerk- en Beatrixstraat, Arkadia, Pretaria,

Ingedien word.
Sluitingsdatum: 20 Februarie 2009. b'
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Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

Diractor: Risk Management
BRANCH: CORPORATE SERVICES

Salary: R615 633 per annum, including a basic salary (60% of package), Government’s
contribution to the Government Employee Pension fund (13% of hasic salary) and a
flexible portion. The flexible portion of the package can be structured according to the
individual's personal needs (Ref. 56057/1)

Requirements: » A Bachelor's degree or Natlonal Diploma in Risk Management/Auditing/Finance/
o Extensive managerial
experience e Strategic and |EadEl’ShIp capabxlmes o Client orientation and customer focus & People

and o Project o Financia! management, as well as change

management skllls

Key performance areas: e Lead, co-ordinate and idate the ise Risk (ERM}) effort

of the Department  Manage the execution of ERM processes e Develop and review risk management

strategy and policies, as well as risk fimits @ Establish and maintain the use of appropriate ERM
tools and o Facilitate wide risk and monitor priority risks

across the Department e Ensure the effective alignment of ERM processes with the internal audit processes

o Provide training and promote the advocacy of risk managemem

Please note: The i will be subj Hefshe will be

required to sign a performance agreement within 3 months of assumptlon of duties.

Enquiries: Mr Joey Matlala, tel. (012) 441-3648.
Assistant Director: Heritage Institutions
CHIEF DIRECTORATE: HERITAGE

Salary: R174 243 per annum {Ref 56057/2)

Requirements: e A 3-year degree or National Diploma in Social Sciences, Arts or Humanities'® At least 3
years’ experience in the arts and culture sector e Lateral and strategic thinking skills & Communication,

and skills . Admil and writing skllis
iples @ The ability to operate Word, Excel and PowerPoint o A

af praje

valld driver’s licence will serve as an advantage,
Key performance areas;Hepgrting directly to the Deputy Director: Heritage Institutions, the incumbent will:
» Assist with all matters pertaining to Heritage Institutions and cultural partnerships e Maintain legislation
and regulations pertaining to Heritage Institutions and assist with thie implementation thereof e Assist with
the appointment of Councils for Heritage Institutions w Liaise with other stakeholders, Governmenntal

as well aspl and local ities e Assist with the transformation process of Heritage
Institutions, enabling them to become relevant for al! sectors of the population » Addrass enquiries received
from the heritage fraternity and the public at large e Undertake working visits to the Declared: Cultural
Institutions to identify needs problems strength: and ies » Prepare
and answer Parli letters and related to heritage issues.

Enquirles: Ms Zandile Maloka. tel. (012) 441-3730.
Chief Language Practitioner: Setswana Terminologist
CHIEF DIRECTORATE: NATIONALANGUAGE SERVICE

Salary: R174 243 per annum (Ref. 56057/3)

Hequlremenis e An apprnpnale Bachelor’s degree or-equivalent gualification with Setswana as & major
subject . i will serve as a strang recommendation e At least 3
years’ i or within a » Projsct

skills  Computer meracy « Excellent written and verbal communication skills « Supervisory skills @ Good
interpersonal skills.

Key performance areas: ¢ Manage the steps in the terminclogy development process e Conduct research
on terminclogy principles for Setswanae Assist withitraining andicapacity building programmes e Attend,
take minutes at and keep a working tecord of terminology working meetings e Update the database e Lead
allocated terminology projects o' Lizise and nepotiate with relevant stakeholders e Supervise staff
» Participate in other projects that are vital to the implementation’ of the National Language Pelicy
Framewcrk e Prepare and make presentations on lanpuage-related issuss,

Enquiries: Ms Perfunia Mulaudzi, tel. (012) 441-3716.

Assistant Director: Theft and Loss Control
DIRECTORATE: FINANCIAL MANAGEMENT

Salary: R174 243 per annum (Ref. 56057/4)

Requlrsments @ An LLB degree of Gther 3-/4-year legal qualification; plus'a minimum of 2-3 years’ relevant
injthe Basic' Accounting System (BAS), the Public Finance
Managemem Acty(PFMA), Treasury Regulations and Government Financial Policies @ Compurter fiteracy (MS
Office package) e Exceflent communication sidlls (verbal and written)’e Good interpersonal relations
« Research and report writing skills e Management and supervisory skills » A vaiid Code 08 driver's licence.
Key performance areas: e Draft legal documents and assist with the provision of legal advice to the Finance
Unit on problems with regards to interrelating the execution of powers and legal matters on memoranda of
agreement, as well as other financial documents e Liaise with the Traffic Department, State Attorngy's Office
and SA Police Service e Determine responsibilities in respect of the theft and loss of State money and goads
o Perform administration in respect of the collection of Departmental debts and wﬂtmq off of debts
@ Supervise subordinates.

Enquiries: Ms Amanda Glyose, tel. {012) 441-3701.

The Department of Arts and Culture is an equal ive aclion employer and it is the
Intentian to promote representivity in the Public Sector lhrnuuh the filling of these pasis. Persans whose
transfer/promotion/appointment will promote representivity will thercfore receive preference. An
indicatien in this regard wilf expedile the processing of apptications. People with disabllities are
encouraged to apply.

Applications must be submitted on Form 283, obtainable from any Government department or onling at
www.gov.za ALL sections of the 283 must be numpleled and signed and the application form should be
accompanied by a cv ing two recent and referes) and ORIGINAL
CERTIFIED copies of the applicant’s ID and all relevant educational qualifications. It is the applicant's
responsibility to have foreign qualifications evaluated by the Seuth African Qualifications Authority
(SAQA) prior to the selection pracess. Applicants applying for more than one post must submit a
separate Farm Z83 (as well as the documentation mentioned above} in respect of each post, being
applied for. f an applicant wishes to withdraw an application, it must be tone in writing. Failure to
submit the required will disqualify i No faxes or e-mails will
he accepted. The Department reserves the right not to fil! the ahave-mentioned posts.

Please note: ® Further checks will be conducted once candidates are short-listed and appointment is
subject to the positive outcome of these checks, which include security clearance and vetting, qualifications
and employment history verification, as well as identity and criminal record checking ® Successful
candidates will be required to sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.
Please torward your application, quoting the relevant reference number and the name of this

publication, to: The Director; Human of Arts and Culture, Private
Bag X897, Pretoria 0001. icati can also he hand-deli to the o} Arts and
Cultare, Kingsley Centre, 2nd Floor, cor Church and Beatrlx Streels, Arcadia, Pretoria. b’
Closing date: 3 April 2008.
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Department:
Arts and Cuhture

\g RERUBLIC OF SOUTH AFRICA

Deputy Director: Legacy Project (2 Posts)
CHIEF DIRECTORATE: HERITAGE
Salary: R407 745 per annum (Ref, 57575)

(3-YEAR RENEWABLE CONTRACT)

Reguirements: o Degree in Sucial Sciences, Arts or Humanifies or equivalent qualification e Qualification in Project Mana?ement
o Al least 4-6 years” relevant experience in project management ¢ Events management experience o Basic knowiedge of South
African legal framework, especially the contractual and inteliectual property/copyright law e Understanding of the arts culture
sector and specifically the heritage sectors and other spheres of Govemment e Good planning and organising skilis e Computer
proficiency e Good communication skills and interpersonal retations e Tactical and strategic skills o Basic finanial and accounting
skills » Good research skills » Broad knawiedge of Sauth African history » Understanding of relevant Gavernment policies e Valid
driver's licence o Good writing skils e Proficiency in 2ar more South African languages.
ey performance areas: o Manage National Legacy Projects e Conceptualise and implement projects « Compile project status
reports to inform briefing dacuments, submissians, speeches, presentations, policy inpats, quarterly repars and annual report
« Financially manage National Legacy Projects e Conceptualise events deallng with the unvelling of national legacy projects
o Liaise wi and other
Enguiries: Ms NP Maloka, tel. (012) 441-3730.
The Depariment of Arts and Gulkure is an equal npponunnx, atfirmative action employer and it is the intention to pramote
representivity in the Public Sector thraugh the filling of these posts. Persons whose transfer/aromotion/appointment will
promote representivity will therefore receive preference. An indication in this regard wifl expedile the processing of
applications. People with disabilities are encouraged 1o apply.
Applications must he submitted on Form Z83, obtainabie from any Government department or anline at www.govza ALL seetians
af the 283 must be completed and signed and the application form should be accompanied by a comprehensive CV (inclading
two recent and contactable referees) and ORIGINAL CERTIFIEE copies of the applicant's ID and alf relevant edusational
qualtfications. it is the applicant's responsibifity to have foreign qualifications evaluated by the SouthAfriean Qualifications
Ruthority (SRQA) pricr to The selection process. Applicants applying for mare than ane past must submit 2 separate Form 283
{as we* =5 the documentation mentioned ahowe) in respect of each post, being applied for. flan npflicnmwishes to withdraw
an: “ian, it must be done in writing. Failure to submit the required dogumentation will automatically disgualify
apph. .. No faxes or e-mails will be accepied. The Department reserves the righl notto fill the above-mentioned posts.
Piease note: ¢ Further checks will be canducted once candidates are shortisted and appointment I subject to the pasitive
outcome of these checks, which include security clearance and vetting, qualifications and employment history verification, as wel]
as identity and criminal record checking e Successful candidates wall be reguired:to sign‘a performance agreement within 3
months of assumption of duty,
ALL POSITIONS ARE BASED IN PRETORIA.
Please forward your application, guoting the relevant reference number and the name of this publication, to: The Director:
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria 0001, Agplications can also be
ganMnIivered to the Department of Arls and Culture, Xingsley Centre, 2nd Flaor, enr Church and Beatrix Streels, Arcadia,

retoria,
Clasing date: 777772 2009, &

eeed
Human Communications 57575




arts and culture

Depament
%’;& OF BOUTH AFRICA b Applications are invited from suitably qualified and experienced candidates to fill the foliowing positions:
CHIEF FINANCIAL OFFICER PRINCIPAL ARCHIVIST:

Allincfusive remuneration package of R §72 276-00 per annum. This may be
structured in ferms of apphcable rules. {Ref. 227101)
ale tertiary on in and Finance oA
relevant post gmdneh qualiication wil be a ecommandation -Akﬂ-ly o pmse sound

QUTREACH AND PUBLICATIONS
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 148 920-00 per annium (Ref. 227/07}

technical advise on the performance of the departmental financial system o
Officer and Line Managers eEnsuring compliance with the provisions of the Pubi;: Finance
Mensgamen! Act, Treesury Regulations and the Division of Revenua Act eSliong ladership
-bﬂny n leeurmg financial resowcas for the Department to adequalely fund the skrategic
plen of the Department sSound knowledge of strategic planning processes eAbility to
capitalisé on human potential and w buvid a strong financial delivery team eExcelient verbal
communication and report writing ski

KEY PERFORMANCE AREAS: The successhul spplicant will be raqwnd to: sExecule
delegatad powers with regards 15 ensuring effective and efficient management of assets
«Ensure proper effocation of codes in terms of standard accounts Verification of assats
(quarterty) +Disposal of assefs eEnsure optimal utiization of assets ePrepare relevan
reports. {monthly) sMonthly reconclistion of asssts batwasen te Asset Register and the
General Ledger (BAS).

NOTE: The shortdisted candidates will be subjacied 10 a competancy assessment. The
successful candidate must disclose hisher nancial interests.

ENQUIRIES: Ms Zandile Maloks, Tel.: (012) 441 3730.

PROVINCIAL CO-ORDINATOR: GAUTENG
CHIEF DIRECTORATE: INVESTING IN CULTURE
Remuneration package: R 401 745-00 per annum (Ref. 227102}

-M!L"l: with an iate three year Bachelor's degres or equivaten! gopey

wilh ¥ and ing of arts, culture and heritage secior as wail
a8 government imperatives within EFWP framework «Project mansgement skifls sVaiid
driver's litence #Good understanding of sensitivity to diverse cultural practices »Abilty to
function independently sAbifity to wod( undar pressure »Proven track record of involvemant
al coramunity level eKnowledge of the peovincial official languages will be an added
advantage.

KEY PERFORMANCE AREAS: eReporting to. \ho Director. Investing in Culture aThe
incumbent will support the planning. implementation, monitoring and reporting of pojecs i
the province sLiaise and co-operate with provincial dopartments, local lwfharih-s and
community-based structures and relevant shssist

business plans, contracts snd training interventlons sProvide support 16 the Bracir when
the need arises.

NCTE: The shoitiisted candidales will be subjected to a competency test.
ENQUIRIES: Ms Zandile Maloka, Tel.: (012) 441 3730,

DEPUTY DIRECTOR: BILATERAL RELATIONS
CHIEF DIRECTORATE: INTERNATIONAL RELATIONS
Remuneration package: R 344 052-30 per annum {Ref. 227/03)

Applicants musl be i o of an iate thres year
Bachelor's degree of equivalent quaiifcation, coupted wilh & gaod understanding of Ats and
Culture sector in South Affica and &n understanding of the rejationship between the
international end cultwral sectors sApplicants should be wall versed in the/functions,
irtogies and kjectivs of he Departmart he foreign polcy imporstvas of Govammart as
well 85 the arts sPrevious 0 ralations sAppl tust be wiling o
travel nationally and internationaily uEqu‘»ﬁ wiitten and verbal communication and lalsan
skills eComputer fieracy sPianning. hd. organisational skills Qualfty or ofientation
eAnatytical skils +Strategic and jnnavative thinking +Strong intetpersonal skills.

KEY PERFORMANCE AREAS! #The successful candidate will raport to the Direclor:
Bilaleral Relations and will manage an assigned region, Le. Bilataral Relations. This will
entail promoting depattmental Gbjectives and inftiatives by elialsing with goverament
departments and Embassies sServicing bilateral agroements vM-nagmg cultarel exchange

and ities eLiaiting with
the provincial depactments, parastatala and associated institutons regarding intemational
oxdmngo “Doveloping policy and strategies in aignment with nalional abjeciives

icants must bs in ion of an iate Bachelors degres
or Nationat diploma in Information Management, Communication or Marketing OR = Serior
Certificate with § years experience in Archival M-rknnng -Unders:arnim of marketing znd
public programmas of archival services
Tuseur, liarary, archive and related institutions would b an advantage eApplicants sheuld
be able to work indepsndently and i & leam sExcellen] wiitten and vesbal communication
skills and drivar's licence are essential.
KEY PERFORMANCE AREAS: «Pian and organise outreach activities including exhibitions
#Edit and provfread dats for publicaliona and Joumals, brochures, atc. sAttend o enquiries
relating to outreach and *Provide suppost
programmes and projects eCollaborale vith IT regarding website ¢Train, develop and
supervise sub-ordinates.

ENQUIRIES: Ms Amanda Giyose, Tel. (012) 441 3701,

SENIOR ARCHIVIST:

OUTREACH AND PUBLICATIONS (2 Posts)
CHIEF DIRECTORATE: NATIONAL ARCHIVES
Salary: R 117 50100 per annum (Ref, 227/08)

REQUIREMENTS: eApplicants must be in possession of an eppropriate Bachelor's

degree,or National dipioma in information M-nagammt Communication or Marksting OR a

Senior Cerfiicate with four {4) years experionce in srchival mlrkanng #Strong underslanding

of bends in markating and

.. museum, h\brary, ives and raluled mm!uhmi okpplmms should be abie to work

indspendently and in a fsam «Excelfent communication skils (verbal and written) and & valid
driver's hicense are essantial.

AREAS: and co-ondinate public projects
oAsmI in the research and collaling of information for publications and intemal joumals
public and §uided tours within the institutions.

ENGUIRIES: Ms Amanda Giyass, Tel. (012) 4413701,

SENIOR ARCHIVIST: ORAL HISTORY
CHIEF DIRECTORATE! NATIONAL ARCHIVES
Safary: R 417 501-00 per anmum {Ref. 227/09)

Appi must bs in of o Bachekrs' degfes or National
diplome with majors in Social / Cullural History OR @ Senior Cerlificate wilh four, {4) years
experience in the archival field eAppropriate experiance in mussums, archivas onheritage
relnted instintions would be an advantage sAppiicants should have proven ressarch
praficiency and an understending of conterporary trends snd theories in the practice of orat
history ePractical experienca in conducting oral history sExeafiant communication akiis
(verbal and written) and & valfid driver's ficense are essential,

KEY PERFORMANCE AREAS: sAssis! in conducting Oral History Projects ePromale the

use of Oral History as & research methodology in terms of the National Oral History progrem

of South Afiica Coliect and collste informalion for brochures relating to Oral History
#Respond o enquiries about Oral Histary eRecord Oral History on the NAROS databsse

and regisiers elpdate Lhe database of alt active Oral History Practitioners sReport on alt
projecis conducted.

ENGUIRJES: Ms'Amanda Giyose, Tel. (012)441 3701,

ADMINISTRATIVE OFFICER:

EXECUTIVE SUPPORT
CHIEF DIRECTORATE; NATIONAL LANGUAGE SERVICE
Salary: R 417 501-00 per annum (Ref. 227/10)

TS: oA thrae year Bachelor's degres o National diploma in

sOptminig acs and e aagEel in the Lranting of B i

dentiy and oplimise
fus«mmnmapmnmmlemmwmdmmmm

NOTE: The short-isted candidales wiftbe subjected to 8 compatency assessifient
ENQUIRIES: Ms Zandie Maloks, Teld (012) 441 3730,

CHIEF LANGUAGE PRACTITIONER: ISIZULU
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE
Salary: R 174 243 per annum {Ref. 227/04)

REGUIREMENTS: o An appropeiste Bachelors degres of equivalent qulticaton vl

s & major subject Mumnlwong
fon At least 3 years' translation

envionment eProject management skﬁi oOampul.nf lmcy #Excelient iion and verbel
skilis isory skils e

KEY PERFORMANCE AREAS: sManage the steps in the wm-mlegy development procass

on terminology principles on the language Assist in fraining and
espsmy bui!dmg programmes sAtlond terminology working meetings sMinute and keep &
warking recond of terminclogy working mestings aUpdate the datsbose eLesd sliocated

Poicy Hamwork +Propars and maks presentations on Knguage faliod issues.
ENQUIRIES: Mr Jooy Matinla, Tel: (012} 441 3643,

PRINCIPAL LANGUAGE PRACTITIONER (3 Posts)

or Public OR & Senior Certificate with three (3) yeers rolavant

experienca sKnowladge of the Public Finance Management Act and Supply Chain processes.
end procedures sComputer literacy sExcellent intetpersonal skills «Good planning and
organising duls and the ability m Inke iniliative -Kr\owledge of office administration ndudmg

electronic dowmom mamgemenl systems -Exceﬂenl communication skills (verbal and
writtan) eAbility to perform effectively under pressura.

KEY PERFORMANCE AREAS: »The incumbant vl be expecied o manage the workfiow in
the office of the Chief Director eAmange mestings and workshaps on behalf of the Chief
Dirsclorale sTaking minutes at mestings «Writs submissions and memoranda eLisise with
associated institutions and Natona! and_provincial depanments sMonitor, maintain and
update the office fiinglaystem;

ENQUIRIES: Ms Pelunia Mulaudzi, Tel.: (0112) 441 3716.

SENIOR SECRETARY (3 Posts)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
OFFICE OF THE DIRECTOR-GENERAL
NATIONAL LANGUAGE BERVICES
Salary R 147 50100 per annum (Ref; 227/11)

REQUIREMENTS: #A Senior Certificats or equivalent quslification with proven Typing skiils
Good knowtedge of the Ms Office package Preciical experionce in using e-mei, calondar
and cantacts database Twa (2) yoars secretasinl experience ¢Sound verbat and veritton
commurication skils eStrong office and telephane efiqueile sKnowladge and experience in
document tracking, photocopying, faxing_and fling ePractical experience in adminisirative

CHIEF DIRECTORATE; NATIONAL LANGUAGE
isiNdebele, Tshivenda and Xitsonga
Samy R 145 920 per annum {Ref, 227/05)
must be in ion of an iate Bachelor'sidegres
o equivalent qu.nrscamn with . _af the Fsted mother longues as & major subjed
will serve as a sirong recommendation sAt
least 2 yesrs' vxpmenoa ina languege environment will be an advanlaga sComputer
litaracy vExcellent written and verbal communication skils sThe ability o work as part of 8
team are very imporiant.
KEY AREAS: oR: on i principles on the respective
language sManage terminologicel tasks Supply equivelents in the respectiva language
eAftend tarminalogy working meetings eMinule and keap & working racond of uammlegy
working eUpdate datsbase eLeed sliocatod lemminology projects sLisise snd
coliaborate with experts and the retovant external slakeholders eCo-ordinate tarminalogy
projecls.

ENQUIRIES: Mr Josy Maliala, Tal.: (012) 441 3648,

PRINCIPAL ARCHIVIST: ORAL HISTORY
CHIEF DIRECTORATE: NATIONAL ARCHIVES
salary‘ R 145 820-00 per annum (Ref 227/06)
REQL i iate Bachelors degree
o National diplome with majors in semu or culturel hls!nry OR & Serie Gucicalo v fus

processes and piocedures including Ganfarances and mestings, diary management, travel
and ing of cisims.

KEY PERFORMANCE AREAS: »The successtul candidele will provide full secrelarial and
administralive support o the Haad of the Chist Directorata/ Directorste sHandiing lelephone

written enquities «Disry ment - update on paper as well as electronically
oProcessing subsistence and travel clsimg AP&mocwymg and faxing +Preparstion of
submissions «Typing and preparing «Organising and managing logistica for
workshops, seminars and meetings sMaintain ofﬁm Ring snid administrative raspoasibiities
aking minutes during meetings o5 requined »The incuraben! must be willing o work
exianded houwrs and te taval when the need arises.

Enquiries: Ms Petunia Mulaudsi, Tel: (012) 441 3716

The Deparimant of Arts and Culture is en equal opporurity affirmetive action employer and
8 our intention lo promots represemativity in the Department through the filling of thase
posls, Parsons whosa transler / promotion / appointmant will promote representativity wil
lhwofmﬂ receive preference. An indication in this regard will expedile the processing of
epplications.

People with disabilities are encouraged to apply.
Applicaions must be submitted on Farm 283, obtainabie from any Governiment depar
o online al www.gov.za. ALL SECTIONS OF THE Z83 MUST BE COMFLETED
Apphcation form(s} shouid be by &
recent and Contactable referees) and CERTIFIED copies of the appnunvs D md
educetionat qualifications, it Is the appficant’s responsibility to have loreign
qualifications evalusted by the South African Qualification Authority {SAQA)

{5) years expenence in the Acchival fiald Approp:

Management a.g. museurms, Bbrary, archive and hertage related memwmam.n
advaniage eApplicants should have praven resesrch proficiency and an understanding of
contemporary trends and thecties in the practice of oral history ePractical experience in
conducting oral history eKnovdedge and use of delicate audio visual equipment sApplicants
shouki be computer lterats end experienced i using complex databisses sExcefient
communication skills (varbal and writtlen) and a valid driver's license are essential.

KEY PERFORMANCE AREAS: oThe incumbent wil assist with reseerch and

implementation of cral history projects sEnsure the registration and updating of oral history

pmjads on the Nalional Register of Oal Sources sLiise with oral history practitionecs on &
constant basis sMaintain & datsbase of Oral History praclitioners « Tha incumbent wil serve

25 8 member of the Oral History Association of South Afriea’s secretariat »Suparvision of the

Oral History unit.

ENQUIRIES: Ms Amande Giyass, Tel. (012) 441 3701.

Closing date:; 6 February 2009

applying for more than one post must submit a separate Z33 form {as weil
s the documentation mentioned above) in respect of each post they apply for. }f an
applicant wishes to withdraw an nppllnuon 1t must be done In writing. Faliure to
‘submit the required disquality No faxes
of enalis will be accepted. The Deaanmem reserves the right not to fift the above
posiis).

PLEASE NQOTE: «Applicants must nate that further checks will be conducted once they are
shortdisted and thal their appaintrmen! is subject to pcamu outceme of these chacks, which
includes security and vetting, history

Weatily ond crimina records. vSuccassfl candidates ».-nl be requited lo sign a perormance
agreement within three (3) months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Ploase forward your applicatioh, quating the felevant reference number & the nams of this
publication to: The Director: Human Resource Management, Department of Arts &
Cullure, P/Bag X887, Pretoria, D001, Applications can also be hand defivered 1o the
Department of Arts & Culture, Kingsley Centre, 2nd Fioor, Cnt Church & Beatrix
Straets, Arcadia, Pretoria,

RS ADS0227




arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably qualified and experienced candidates to fill the
following positions:

Deputy Director: Heritage Policy and Legislation
CHIEF DIRECTORATE: HERITAGE

All-inclusive remuneration package of R344 052 per annum (Ref. 54926/1)

Appli must be in ion of a relevant 3-year Bachelor's degree. The
followmg will serve as strong recommendations: e A good understanding of the heritage sector
o Strong policy formulation and research skills o Excellent verbal and written communication and
liaison skills « Analytical and problem-solving skills e An understanding of the importance of
heritage in meeting broader Governance imperatives » Excellent interpersonal skills and the ability
to work as part of 2 dynamic team.

Key performance areas: e Assist in the implementation of a research and policy agenda for the
Heritage Chief Directorate e Assist in the formulation and review of heritage policies and legislation
« Develop position papers and discussion documents o Liaise with heritage stakeholders, inciuding
other Government departments, statutory institutions and civil society e Facilitate and co-ordinate
research projects e Supervise and manage service providers and palicy panels.
Enquiries: Ms Zandile Maloka, tel. (012} 441-3730.
Assistant Director: Recruitment and Selection
(2 Posts)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
Salary: R174 243 per anpumi{Ref. 54926/2)

Requirements: e A three-year degree/National Dipioma in Human Resource Management or Social
Sciences or Senior Certificate with at*least:4 years experience in thefield of Human Resousce

«Good ing of the HR fields Adequate relevant experience o Good pianning
and organising skills e Good communication and interpersonal skills e Analytical thirking and
innovation/creativity & Policy Tormulation skills e Ability to work under pressure « Knowledge of
Government processes and procedures as well as relevant HR prescripts o Knowledge of PERSAL
» General computer literacy'e Client orientation and problem-solving skills e Good understanding of
relevant legislation.

Key performance areas: o Draft, edit and place recruitment adverti: » Handle resp to
advertised postsie Recruit temporary/relief employees » Provide HR advice and secretarial services
during the interviews » Present reports on i trends within the Department

of Arts and Culture e Render an effective advisory service on recruitment processes e Liaise with
other HR components on employee changes « Manage and supervise employees of the Section:
Recruitment and Selection » Draft submissions to secure approval for appaintment of recommended
o Ensure p of p {for advertised posts and recruitment agencies for
services rendered o Superwsury responsibilities e Administer exit interview questionnaires
» Facilitate competency assessment and verification: of guialifications and jemployment history as
part of the Recruitment and Selsction processes.
Enquiries: Ms Loraine van der Westhuizen, tel. (012) 441-3755.

Chief Language Practitioner:Afrikaans
(EDITOR/TRANSLATOR)
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE

Salary:R174 234 per.annum (Ref. 54926/3)
Requirements: & An appropriate, -recognised BachelorSwdegree, preferably with. Afrikaans,
Linguistics ar Translation as'major subject(s) e Affikaans as a first language » Excellent command
of English » At least 5 years’ proven editing and translation experlence » Proven general computer
literacy o The ability to edit and transiate fext of a
departmental editing and translation test « Good written and verba‘ communication skills  The
ability to work under pressure e Goodsinterpersonal skills o Knowledge of the National Language
Policy.
Further recommendations: e A postgraduate quaiification in Trans!ation e Experience in editing and
translating publications in the public sector e Experience in editing and transiation legislation e SAT!
accreditation as a translator and/or editor, and/or accreditation as 2 sworn translator in the relevant
language(s)s
Key performance areas: e Edit in Afrikaans, and transfate from English into Afrikaans, a wide
variety of official documents e Supervise and train subordinates o Exercise ‘quality contro! over
internal and outsourced work e Coordinate internal and outsourcing administration e Liaise with
clients and freelancers » Give language advice.
Note: Only short-listed candidates will write the required test.
Enquiries: Mr Joey Matlala, tei. 012-441-3648.

The Department of Arts and Culture is an equal opportunity, affirmative action employer and
itis the i top p y in the Public Sector through the fi illing of these
posts. Persons whose fe i 1 will will
therefore receive preference. An indication in this regard will expedite “the processing of
applications. People with disabilities are encouraged to apply.

Applications must be submitted on Form 283, obtainable from'any government department or online at
www.gov.za ALL SECTIONS OF THE 283 MUST BE COMPLETED. The application form should be
accompanied by a comprehensive CV {including two recent and contactable referees) and CERTIFIED copies
of the applicant’s ID and educational qualifications. It is the applicant’s respansibility to have foreign
qualifications evaluated by the South African Qualification Authority (SAQA) prior to the selection process.
Applicants applying for more than ane post must submit a separate Form 283 (as well as the documentation
mentioned abave) in respect of each past being applied for. If an applicant wishes to withdraw an
application it must be done in writing. Failure to submit the required documentation wifl automatically
disqualify applications. No faxes or emails will be accepted. The Department reserves the right not to fill the
above-mentioned post(s).

Note: e Applicants must note that further checks will be conducted once they are shortlisted and that
appointment is subject to the positive outcome of these checks, which include security clearance and
vetting, qualification and employment history verification, identity and criminal record checking e Successful
candidates will be required to sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number and the name of this
publication, to: The Acting Chief Director: Human Resource Management, Department of Arts
and Culture, Private Bag X897, Pretotia 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2nd Floor, cnr Church and Beatrix Streets,
Arcadia, Pretoria,

Closing date: 20 February 2008. b,

Human Communications 54926
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7.

oy Department:

Arts and Culture

Rexzs?  REPUBLIC OF SOUTH AFRICA

Legal Administration Officer
DIRECTORATE: LEGAL SERVICES

Salary: R174 243 per annum (Ref. 55673/2)

Requirements: e An appropriate BProc or LLB degree e Appropriate post-qualification experience in
the legal profession or in the application of law e A broad knowiedge of the Constitution of South
Africa, the Promotion of Administration Justice Act, the Promotion of Access to [nformation Act,
the Public Finance Management Act and Treasury Regulations e Proven skills and experience in the
interpretation and drafting of legislation @ A broad knowledge of the Arts and Culture legislative
framework and Public Service policies o Interpersonal skills e Good communication (verbal and
written) skills » Computer literacy (MS Word, PowerPoint and Outlook)  The willingness to travel.

Key performance areas: e Draft legislation and legal documents, such as affidavits, directives and
contracts « Provide legal training, make presentations and deal with requests in terms of the
Promotion of Administrative Justice Act and the Promotion of Access to information Act » Assist in
the application and interpretation of labour [aw and legislation administered by the Department
« Provide [itigation support e Liaise with clients, counsel, the State Attorney, other organs of state
and the public » Provide legal advice on enforcement and compliance e Provide general legal
support to the Department and Mlmstry to ensure that the goals of the Department are met
o Comment or make ions on ies for the Department and Public
Service/State to the Directorate: Legal Services o Represent the Department at committees and
meetings.

Enquiries: Mr Joey Matlaia, tel. (012) 441-3648.
Assistant Director: Employee Benefits
CHIEF DIRECTORATE: HUMAN RESOURGE MANAGEMENT

Salary: R174 243 per annum (Ref. 55673/3)

Requirements: ¢ A three-year degree/National Diploma in, Human Resource Management or Social
Sciences, or a Senior Certificate with at lleast 4 years experience in the field of Human Resource
Management e A good understanding of the HR field e Adequate relevant experience o Good
planning and organising skills « Good.communication and interpersonal skills e Analytical thinking
and innovativeness/creativity e Policy formulation skills e The ability to work under pressure
e Knowledge of Government processes and procedures, as well as relevant legisiation and HR
prescripts e Knowledge of PERSAL e Generat computer literacy e Client orientation and problem-
solving skills e A good ing of relevant legi

Key performance areas: « Manage the administration of employee benefits « Monitor and advise on
matters related to employeesbenefit administration and policles @ Ensure adherence to policies
related to employee benefit administration e Train, develop and supervise subordinates (directly and
indirectly) « Compile and review HR policies e Provide reports and statistics related to employee
benefit administration, such as @buse of sick leave, employee turnover, efe-within.the Department
o Proactively consult with-elients on matters related to employee benefit administration.

Enquiries: Ms Zandile Maloka, tel. (012) 441-3730.

The Department of Arts and Culture is an equal opportunity, affirmative action employer and it
is the intention to promote representivity in the Public Sector through the fifling of these posts.
Persons whose (transier/sromotion/appaintment wil! promote representivity will therefore
receive preference. An Indicatlon In this regard will expedite the processing of applications,
Peaple with disabilities are encouraged to apply.

Applications must be submitted on Form Z83, obtainable from.any Government department or
online at www.gov.zaiALL sections of the Z83 must be compieted and Signed and the application
form shosuid be by a cv two recent and contactabie
referees) and ORIGINAL CERTIFIED nnples of the applicant’s {D and all relevant educational
qualifications. it is the applicant’s responsibility to have fareign qualifications evaluated by the
South African Qualifications Authority (SAQA) prior to the sefection process. 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 heing apptied for. If an applicant wishes to withdraw
an application, it must be dane in writing. Failure to submit the raquired documentation wilt

disqualify No faxes or emails will be accepted. The Department
reserves the right not to fili the above-mentioned posts.

Please note: e Applicants must note that further checks wiil be conducted once they are short-listed
and that appointment is subject to the positive outcome of these checks, which include security
clearance and vetting, qualifications and employment history verification, as well as identity and
criminal record checking e Successful candidates will be required to sign a performance agreement
within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA,

Piease forward your application, quoting the relevant reference number and the name of
this publication, to: The Director: Haman of Arts and
Culture, Private Bag X897, Pretoria 0001. Appllnatinns can alsg be hand-delivered to the
Depam'nant of Arts and Culture. Kingsley Centre, 2nd Floor, cnr Church and Beatrix Streets,
Arcadta, Pretoria.

Closing date: 13 March 2009, b

Human Communications 55673
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Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

Director: Risk Management
BRANCH: CORPORATE SERVICES

Salary: R615 633 per annum, including a hasic salary (60% of package), Government's
contribution to the Government Employee Pension fund (13% of basic salary) and a
flexible portian. The flexible portion of the package can be structured according to the
individual's persanal needs (Ref. 56057/1)

Reguirements: e A Bachelor's degree or National Diploma in Risk Management/Auditing/Finance/
» Extensive managerial
experience o Strategic and Ieadershxp capabilities e Client orientation and customer focus e People
management and empowerment ¢ Project management e Financial management, as well as change
management skills.
Key performance areas: e Lead, co-ordinate and idate the E Risk (ERM) effort
of the Department @ Manage the execution of ERM processes e Develop and review risk management
strategy and policies, as well as risk limits @ Establish and maintain the use of appropriate ERM
tools and Facllitate enterprise-wide risk assessments and monitor priority risks
across the Department e Ensure the effective alignment of ERM pracesses with the intemal audit processes
o Provide training and promote the advocacy of risk managemem
Plgase note: The idates will be subj He/she will be
requireg to sign a perfarmance agreement within 3 months of assumphon af duties.

Enguiries: Mr Joey Matlala, tal) (012) 441-3648.
Assistant Director: Heritage Institutions
CHIEF DIRECTORATE: HERITAGE

Salary: R174 243 per annum (Ref. 56057/2)

Raqulremems- « A 3-year dagree or National Diploma in Social Sciences, Arts or Humanities'e At [past 3
years' expenence m the arts and culture sectnr o Lateral and straleglc thmklng skilis « Commupleation,
and i skills o and writing skills,

iples @ The ability to operate Word, Excel and PowerPoint e A

of project
valld dnvers licence will serve as an advantage.
Key performance areas:Reporting directly to the Deputy Director: Herltage Insmuhons the mcumbem wm

« Assist with all matters pertaining to Heritage and cuftural « Maintain
and ining to Heritage ions and assist with the implementation thereof e Assist with
the appointment of Councils for Heritage Institutions e Liaise with other stakeholders, Governmental
as well as provincial and focat ities e Assist with the transformation process of Heritage

Institutions, enabling thsm to become felevantfor all sectors of the population e Address enquiries received
fram the heritage fraternity /and the public at large e Undertake working visits to the Declared Cultural
Institutions to identify needs, problems strengths, and ities e Prepare

and answer Parli y tetters and cor related 1o heritage issues.

Enguiries: Ms Zandile Maloka, tel. (012) 441-3730.
Chief Language Practitioner: Setswana Terminologist
CHIEF DIRECTORATE: NATIONALAANGUAGE SERVICE

Salary?R174:243 per annum (Ref. 56057/3)

Requirements:'e An appropriate Bachelor's degree or equivalent qualification with Setswana as a major
sublem. in Ter will Serve as a strong recommendanon o Atleast 3
years' experience in.terminology or within a o Proj

skills » Computer literacy e Excellent written and verbal communication skills e Supewlsory skills @ Good
interpersonal skills.

Key performance areas: » Manage the steps in the terminology development process e Conduct research
on terminology principles for Setswanae Assist withitraining-andrcapacity building programmes e Attend,
take minutes at angd keep a working record of terminology working meetings e Update the database » Lead
allocated terminofogy projects e Liaise and negotiate with relevant stakehoilders e Supervise staff
o Participate in other projects that are vital to the implementation of the National Language Policy
Framework & Prepars and make presentations on language-related issues.

Enquiries: Ms Pertunia Mufaud, tel. (012) 441-3716.
Assistant Director: Theft and Loss Control
DIRECTORATE: FINANCIAL MANAGEMENT

Salary: R174 243 per annum (Ref, 56057/4)

Requlremenls eAn LB degree orattier 3-/4-year legal qualificationyglus a minimum of 2-3 years’ relavant
nthe Basic  Accounting System (BAS), the Public Finance
Management Act(PFMA), Traasury Regulations and Government Financial Policies « Computer literacy (MS
Office package)  Excellent .communication skills {verbal and writtén)® Good interpersonal relations
o Research and report writing skills » Management and supervisary skills e A valid Code 08 drivers licence.
Key performance areas: o Draft legal documents and assist with the provision of legat advice to the Finance
Unit on problems with regards to interrefating the execution of powers and legal matters on memoranda of
agreement, as well as other financial documents e Liaise with the Traffic Department, State Attorney's Office
and SA Police Service e Determine responsibiiities in respect of the theft and oss of State money and goods
» Perform administration in respect of the collection of Departmenta! debts and writing off of debts
o Supervise subordinates.

Enguiries: Ms Amanda Giyose, tel. (012) 441-3701.

The Bepartment of Arts and Culture is an equal opportunity, atfirmative action employer and it is the
intenticn to premote representivity in the Public Sector through the filling of these posts. Persans whose
transfer/promotion/appointment will pramote representivity will therefore receive preference. An
indication in this regard will expedite the processing of applications. People with disahilities are
encouraged to apply.

Applications must be submitted on Form 783, from any or online at
www.gov.za ALL sections of the Z83 must be cnmpleted and sxuned and the applicatien form shoeld be
accampanied by a comprehensive CV (including two recent and contactahle referees) and ORIGINAL
CERTIFIED capies of the applicant’s I} and all relevant aducational qualificatians. It is the apglicant's
responsibility to have forelgn qualitications evaluated hy the South African Qualifications Autharity
{SAQA) prior to the selection process. Applicants applying for more than one post must submit a
separate Form 783 (as well as the documentation mentioned above) in respect of each post, being
applied for. If an applicant wishes to withdraw an appllcalinn it must be done in writing. Failure to
submit the required will disquality i No faxes or e-mails witl
be accepted. The Department reserves the rigitt not ta fill the above-mentioned posts.

Please note: @ further checks will be conducted once candidates are short-listed and appointment is
subject to the positive outcome of these checks, which include security clearance and vetting, qualifications
and employment history verification, as well as identity and criminal record checking ® Successful
candidates will be required to sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please farward your application, quoting the relevant reference number and the name of this
puhlication, to: The Director: Human of Arts ang Culture, Private
Bag X897, Pretoria 0001. Applications can also be hand-delivered to the Department of Arts and
Culture, Kingstey Centre, 2nd Floar, car Church and Bearix Streets, Arcaiia, Pretaria.

Clasing date: 3 April 2009, b’
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[§34¢ arts and culture

Department:
e &
Applications are invited from suitably qualified and experienced candidates to fill the following positions:

DIRECTOR: FINANCIAL MANAGEMENT
BRANCH: CORPORATE SERVICES X

Altinclusive remuneration package of R 615 633 per annum fo be structured in accordance with the rules for Senior Management Services (Ref. 279/1)

|REQUIREMENTS: eA multi-skilled person who holds a recognised Bachelor's degree or National diploma and extensive experience, preferably in

Public Sector Finance eStrong knowiedge of financial control and ext in the financlal are

essential eStrategic and leadership capabiliies eClient orientation and customer focus ePeople management and empowerment eProject
Management, as well as change management.

KEY PERFORMANCE AREAS: eEvatuatt issions to the A ting Officer eManage the ilation of revenue and expendifure reports:

the itation and ission of the fional budget in terms of the MTEF budget cycle Compile the Appropriation Accounts and

Annual Fmanclal Statements i.to GRAP eProvide strategic leadership and direction with regard to Financial Management sDevelop and monitor the:

of ing policies eEnsure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury

Regulations.

PLEASE NOTE: eThe idate will be subj foa eHe/She will be required to sign a performance agreement|
within 3 months of assumption of duty.

ENQUIRIES: Ms Zandile Maloka, Tel.: {012) 441-3730.

DIRECTOR: FINANCIAL ADMINISTRATION

BRANCH: CORPORATE SERVICES
Al inclusive remuneration package of R 615 633 per annum to be structured in accerdance with the rules for Senior Management Senvices (Ref. 279/2)

REQUIREMENTS: »An appropriate three-year Bachelor's degree or Nahunal Diploma, coupled with experience in Financial Management sThorough

knowledge of the Public Finance Management Act, Treasury R and financial pollmes and systems, particularly
|BAS, PERSAL, etc. sin-depth of budget proced: sAdequate i in financiat i ing and reporting
»Strategic and leadership capabiliies eClient orientation ' and customer focus #People and eProject as well|
as change management.
KEY PERFORMANCE AREAS: The i ibility will be to: effective, efficientsand fransparent systems for
financial control wTake effective and appropriate 'steps to prevent unauthorised, iregular, fruitless and wasteful expendlture angd losses resulting from
criminal conduct sAnalyse and manage cash flow: sCompile and analyse the annual financial in with lly A
Accounting Practices eManage differentfinangial accounts.

PLEASE NOTE: »The didate will be subjected to a »He/She will be required to sign a pedformance agreement
within 3 months of assumption of duty. .

ENQUIRIES: Mr Joey Matiala, Tel: (012)1441-3648,

DEPUTY DIRECTOR: CORPORATE GOVERNANCE (2 POSTS)

BRANCH: CORPORATE SERVICES
All inclusive salary package: R 344 052 per annum (Ref. 279/3}
REQUIREMENTS: #An appropriate three-year B.Com degree or National diploma in Financial Managemenl or related field oA minimum of 5 years

experience in Corporate:Governance within a business managemem or public service envi and of|
corporate {finance) principles and ing eGood,research, analyfical, prublem identificationand solving skills eProject|
management skil's, as well as strategic thinking abilities » Computer literacy »Excellent written and verbal skills #Good interpersonal skilis:

KEY PERFORMANCE AREAS: #Develop and implement systems to ensure [ with legislati f to Arts and Culture Public Entities
sinculcate the culture of good corporate govemance within these enfities sReport to the Director: Corporate Govemnance and other offiials on trends
and in public entities #Draft poficy guidelines and p for.the ion of good corporat

in public entities -Commct corporate governance benchmarking and report on public enhhes li with good corp principles
oFacilitate and oversee the i fiont of sound corporat practices within the public entities sEnsure strategic alignment of public

entiies’ strategic plans in support of the Department's mandale and goals and the goals of govemment eMonitor and evaluate the corporate
govemance performance of the public entiies eldentify'and,define_specific information needs and rele'vant mlerlaces of public advice on financial

matters and advice on.the implications of planned acfions sAssistin the i ion and i of ion and other regulatory provisions
insofar as they apply to public emmes wAssist in the monitoring and ion of the financial i and performance of public entities eAssist in
the and i of the corporatesplans, annual and quarterly reports of the public entities eManage compliance with policy|

requirements for public entities eProvide timeous reportsiinirefation to the above.
ENQUIRIES: Ms Pertunia Mulaudzi, Tel.: (012) 441-3716.

ASSISTANT DIRECTOR: CO-ORDINATION
CHIEF DIRECTORATE: CO-ORDINATION, MONITORING AND EVALUATION
Salary: R 174 243 per annum (Ref. 279/4)
REQUIREMENTS: #An appropriate three year degree or a Nationa! diploma eA postgraduate qualification wiltbe an added advantage »Experience in
ic planning, i jon and reporting eAn understanding of the South African Public Service and it's operations eSound knowledge of the
arts and culture sector will also serve as an advantage sAbility to apply interpersonal skills and analytical skills Business Report witing skills eAn
innovative and creative thinker eResults-driven sExcelient verbal and written communication skills,

KEY PERFORMANCE AREAS: »To provide strategic support ta the affice of the Chief Dil Co-ordinati i and ion eDevelop
systems and processes fo collate performance information inputs from the DAC eg. D Strategic Plan, Quarterly
Reports and Annual Report eAdvise programme managers on the! standard lemplates relevant for the penurmance information OLlalSS and mske
follow-ups with of the eStore, preserve and di the

eConduct research sidentify and prepare required ion for the Chief Di s strategic meetings and workshops #Take minutes during
meetings eServe as executive support to the Chief Directorate #Ensurehigh leve! intervention as required on reporting performance areas.

PLEASE NOTE: oThis is a re-advertisement of Ref. 44636/2. Candi who previ applied are to re-apply.

ENQUIRIES: Ms Amanda Giyose, Tel.. (012) 441-3701.

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is our intention to promote representativity in the

Department through the filing of these posts. Persons whose fransfer / p will promote ivity will therefore receive
 preference. An indication in this regard will expedite the processing of appllcaﬂuns. People with disabilities are encouraged to apply.

Applications must be submitted on Form Z83, obtai from any G or onfine at www.gov.za. ALL SECTIONS OF THE 283
|MUST BE COMPLETED. Application form(s) should be ied by a cv ing two recent and contactable referees)

and CERTIFIED copies of the applicant's ID and educational qualifications. it Is the applicant's responsibility to have foreign qualifications
by the South African Qualification Authority (SAQA) .Applicants applying for more than one post must submit a separate Z83 form
(as well as the documentation mentioned above) in respect of each post they apply for. If an applicant wishes to withdraw an application it
must be done in writing, Failure to submit the required ion will i disqualify applications. No faxes or e-mails will be
accepted. The Department reserves the right not to fili the above post(s).

PLEASE NOTE: eAppiicants must note that further checks will be conducted ance they are short-listed and that their appointment is subject to positive
outcome of these checks, which includes security clearances and vetfing, qualifications and employment history verifications, identity and criminal
records. sSuccessful candidates will be required to sign a performance agreement within three (3) months of assumption of duty.

THESE POSITIONS ARE BASED IN PRETORIA.

Piease forward your application, quoting the relevant reference number & the name of this publication to: The Director: Human Resource
|Management, Department of Arts & Cufture, P/Bag X897, Pretoria, 0001, Applications can also be hand delivered to the Department of Arts &|
Culture, Kingsley Centre, 2nd Floor, Cnr Church & Beatrix Streets, Arcadia, Pretoria,

CLOSING DATE: 10 APRIL 2009,

URS ADS0279




arts and culture

Aris Cudlture
REPUBLIC OF SOUTH AFRICA.

Applications are invited from suitably qualified and experienced candidates to fil the foflowing positions:
DIRECTOR: FINANCIAL MANAGEMENT

BRANCH: CORPORATE SERVICES
All inclusive remunerstion package of R 615 633 per annum to be structured in accordance wilh the rules for Senior Management Services {Ref. 279/1}
REQUIREMENTS: »A multi-skifed person who holds a recognised Bachelor's degree or National diploma and extensive experience, preferably in
Public Sector Finance OSlmng knowledge of financial control measures and exiensive experience in the financial management environment are

tial eStrategic and leadership capabilities eClient orientation and customer focus ePeople management and empowerment eProject
Management, as well as change management.
KEY PERFORMANCE AREAS: -Evaluate brissions to the A ing Officer eManage the ion of revenue and expenditure reports

the and submi of the tional budget in terms of the MTEF budget cycle »Compile the Appropriation Accounts and
Annusl Fmancaal Statements ito GRAP eProvide sira\eglc teadership and direcBion with regard to Financial Management #Develop and monitor the
implementation of accounting poficies #Ensure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury
Regulations.

PLEASE NOTE: oThe ful candidate will be subjected to a «He/She will be required o sign a

within 3 months of assumption of duty.
ENQUIRIES: Ms Zandile Maloka, Tel.: (012) 441-3730.

DIRECTOR: FINANCIAL ADMINISTRATION
BRANCH: CORPORATE SERVICES
All inclusive remuneration package of R 815 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref. 279/2)

REQUIREMENTS eAn appropriate three-year Bachelor's degree or Nabonsl anloma coupled with experience in Financial Management » Thorough

fedge of the Public Finance M Act, Treasury Regul and , financial policies and systems, particularly
BAS, PERSAL, elc. ein-depth knowledge of budgel proced Adequale exper in financial administration, bookkeeping and reporting
«Sirategic and leadership capabilities eClient orientation and customer focus wPeople management. and oProject M as well
as change management,
KEY PERFORMANCE AREAS: The ful. candidate's responsibifity wilt be to! eImpl effective, efficient and transparent systems for

financial control e Take effective and appropriate steps fo prevent unauthorised, imegular, fruitiess and wastefuliexpenditure and losses resulfing from
criminal conduct eAnalyse and manage cash flow sCompile and analyse the annual financial slatements in accordance with Generally Accepted
Accounting Practices »Manage different financial accounts,
PLEASE NOTE: «The ful candidate will be subjected to a
within 3 months of assumption'of duty.

ENQUIRIES: Mr Joey Matlala, Tel.: (012) 441-3648.

DEPUTY DIRECTOR:; CORPORATE GOVERNANCE (2 POSTS)
BRANCH: CORPORATE SERVICES
Altinclusive salary package: R 344 052 per annum (Ref. 279/3)

REQUIREMENTS: oAn appropnate three-year B.Comdegree or National diploma in Financial Managemenl or relatad ﬁe{d 0A mlmmum of 5 years

P in, Corporale G within & businessimanagement or public service
corporate gwemancs {finance) principles and compliance monitoting »Good research, analytical, pfoblern idenlification_and sotvmg skills oPm‘ect
management skills, as well as stralegic thinking abiliies #Computer literacy »Excellent waitten and verbal skills » Guodiinterpersonal skills.
KEYPEREORMANCE AREAS: #Develop and implement systems to ensure li with legistati licable to Arts and Culture Public Entitgs
sinculcate the culture of good corporate governance within these enlifies -Repor\ 1o the Director: Corporate Governance and other officials on freads
and devel in public entiies e Draft policy guid and dures for the p ion of good i

sHejShe will be required fo sign a performance agreement

in public entiies OCondud gorporate govemance benchmarking and report on public entities’ compli with good incipl
oFacilitate and oversee the imph tation of sound it practices Within the public entities eEnsure sfmteg;c alignment of public
entities’ strategic plans in support of the Depariment's "mandate and goals and the goals of government eMonitor and evaluate the corporete
govemnance performance of the public entilies”»|dentify and define specific miormahon needs and re!evant mizr‘aces of public advice on financial
mattersiand advice on the implications'ef planned actions Assist in the interp and § of legislation and other regulatory provisions
insofar as they apply lo public entities #Assist in the monitoring and evaluation of the financial.compliance and performance of public entities sAssistin
the management and interpretation of the corporate plans, annual and quartedy repords of fhe public entites eManage compliance with poficy
for public entities eProvide timeous reports in relation to the above.

ENQUIRIES: Ms Pertunia Mulaudz, Tel.: {012)441-3716.

ASSISTANT DIRECTOR: CO-ORDINATION
CHIEF DIRECTORATE: CO-ORDINATION, MONITORING AND EVALUATION
Salary: R 174 243 per annum (Ref. 279/4)
REQUIREMENTYS: #An appropriate three year degree or a National diploma eA postgraduate qualification will be an added edvantage eExperience in
strategic planning, implementation and reporiing eAn understanding of the South African Public Service and it's operations #Sound knowledge of the
arls and culture sector will also serve as an advantage #Ability to apply inlerpersonal skills and analytical skills eBusiness Report writing skills eAn
innovative and creafive thinker e Results-driven eExcelient verbal and writlen communication skills.

KEY PERFORMANGE AREAS: »To provide sh'aleglc support to the office of the Chief Di Co-ordination, Monitoring and Evaluation eDevelop
and 1o collate perf ion inputs from the DAC eg D | Strategic Plan, Quarterly

Reports and Annual Report shdvise pIOGrarnime MAnagers on the standard templates relevant for the perfnrmance uriurmallon olisise. and make

follow-ups with p on of the ioh eStore, preserve and di the p

«Conduct research eldentify and prepare required d ion for the Chief Dit 's sirategic meetings and wotkshops eTake minutes duting

meelings #Seive as executive support to the Chief Directorate »Ensure high feval intervention as required on reporting performance areas.

PLEASE NOTE: o This is a re-advertisement of Ref. 4463812 Candidates who previously applied are d to re-apply.

JENQUIRIES: Ms Amanda Giyose, Tel.: (012) 441-3701.

The Department of Arts and Culture is an equal opportunity affirmative action empbyer and it is our intention to promote representativity in the

Depariment through the filling of these posts. Persons whose transfer / pi ! will promote rep: will therefore receive
preference. Anindication in this regard will expedue the processing of apphcahons. People with disabilities are encouraged to apply.

Applications must be submitted on Form Z83, inable from any t depart Lor online at www.gov.za. ALL SECTIONS OF THE Z83
MUST BE COMPLETED. Application form(s) should be ied by a h CV {including two recent and contactable referees)

and CERTIFIED copies of the applicant’s D and educational qualifications. It is the applicant's responsibility to have foreign qualifications
evaluated by the South African Qualification Authority (SAQA) .Applicants applying for more than one post must submit a separate Z83 form
{as well as the documentation mentiened above) in feupec! of each post they apply for. if an appli thd |

wishes to wi an ication it
must be dons in writing. Failure to submit the required d will ically disqualify applicati No faxes or e-mals will be
accepted. The Department reserves the right not to fill the above post(s).

PLEASE NOTE: sApplicants must nole that further checks will be conducted once they are shoi-isted and that their appointment is subject to posilive
outcome of these checks, which includes securify dearances and vetting, qualifications and employment history verfications, idenfity and cririna!
records. eSuccessful candidates will be required to sign a performance agreement within three {3) months of assumption of duty.

THESE POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number & the name of this publication to: The Director: Human Resource
Management, Depariment of Arts & Culture, P/Bag X887, Pretoria, 8001. Applications can also be hand delivered to the Department of Arts &
Culture, Kingsley Centre, 2nd Floor, Cnr Church & Beatrix Streets, Arcadia, Pretoria,
CLOSING DATE: 10 APRIL 2009,

URS ADS0279|
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» arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA
from 1o fill the following positions:
Assmtant Dlrectur. HR Pullcy and Planning
Chief Di Human

Salary: R174 243 per aanum (Level 9) {Ref: AD01)
Requirements: * Relevant 3-year tertiary qualification with at least 5 years' experlence as a Gensralist il HR
» Sound knowledga of HR-related acts, regutations, resciutions, circulars and other prescripts » Sound kmowledge of all
the HR disciplines, namely recruitment and setection, employee benefits, remunaration and allowances, perfomance
management, human sesource development, labour refations, employment equity, epecial pmnrammes etcys Project
wrlting skilis » Good 1 erpersonal

iture.» Monitor and

o DACHA poles » Vonkr and sca th HR plicy iy new HR trends to
of palicies » Reviow and evise existing DAC HR pnllmas against best practice standards @nd-the infegration and
communication of HR policies « Assist with he research, design, development and aligiment of the HR pian with

o Aslst HA plans with il the refevantstakeholders
and provide support  Assiat with e tessarching and consutation with sompanents resporsible for ransformation
o obtaln and snalyse elevant data for workiorce planning imperatives » Identify departmental changes required to
cater or future resourcing nseds » Consult with HRAD regarding the linking of outputs of HR planning 1o feadership
developmant, raining and Usvelpment and performance management syslems.

Enguiries: Ms Zandile Malok, tel: {012) 441-3730.

Senior Secretary (2 posts)
« Chief of Stalf: Office of the Minister » Chief Directorate: Marketing
Salary: R117 501 per annum {Ref: S881)
Requirements: » Dynamic indiiduzls with a Senlor certificate as weil a8 a Secretarial dipioma » Proficlency In typing and
advanced knowledge of MS Office packages (Word, PowerPoint, Excel, glc) = Sound knowledge of the Outiook package,
fncluding e-mail, calendar and contacts database » 2 years' secretarial experience, including expesionce In office/ielephone
etiquatte, dogument tracking, adminisirative practices, conference afid mesting procedres, vhntﬂwwmg, faxing and

ang dillgent » Attention to deta Is of paramount impartance * Exceplional organisational sills « Meﬁwlnus and assertive

* Ability to multi-lask.

Key performance areas: » Generl office administration and cther support functions » Assist n the planning and

preparannns of meaings, mmeas 00 work sassiors » Manaus the dany ang,assoctate actiites, actions and content,

h messages * Research for conlerd of

nresenmkm onMs Pawe!PD!n( + Ensure senlos i equlpped wlm negessary chumEmamn for mestings » Take minutes of

Responsible |armakmg travel and

aummodaﬂan amangements » Ensure efficient information flow (stters, e-mails and dmumenminn) ‘with, and between,

internal and extemad stakeficiders  Ensure information is on record and readify avaifabls whan fequired.

Enquiries: Ms tel: (012) 441-3716 / Ms Amanda Giyose, tet. {012) 441-3701.

The Department of Arts and Culture is an equa opportunity affirmative actien employer and it is the Intention of

the Department to promote rapresentafivaly In tho Public Sector through ths filling of these ms1s. lsuns ‘whose
racalve prefer tion in this

Iy
pply.

Awllcaﬂum mllﬂ be submitiod on Form ZB3, obtainable from any Gevemment department or ontine at www.
gov.za. ALL sections of the 283 must he complstad and signad. The appficztion form should be amnpln!sd bys

10 and H relovant eriucation] ons. It Is the applcant's iy to hawe foreign
eralstd by s Souh ffcan Cualcaton Al (S04 pt o e et mcess g appingfr
mors than ona post must subimit a separats Z83 form (as well as the documentation mentioned above) in respect of

each post being applie v T ar appicat wihes 1 withisaw an applcation It mustbe done i ritg, Falore o

submit i requred i sisqualty faxes oF esmails wil o accerted.
Pbase rote: + Applicants nm niote that furtier checks will be condicted once Ehey are shortlsted and that their
‘appainiment i vetting,
» Sucsessful candidates wi ired tosigna
within mmm daty,
Al positions are based in Pretoria.
forward your Te Chef

Private Bag X897, Pretoria 0001, Applications
can also bs hand taiivarad o tho Department of Arts and Cufture, Kingslay Cante, 2nd Fioor, G Church and Beatrix
Stroets, Arcatia Pretaria.
Closing dete: 7 AUUSt 2009, JobVest msirs




arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

irements: o An appmpnate recognised Bachelor's degvee or equivalent quahf fication & A pnstgradum pm!essmnnl archival
qualification would be a recommendation # Extensive experience and in-depth knowledge regarding the public archival regulation
of recards management practices and electronic recards systems of govemmental hodies and intesnational hest practice » Sound
understanding of ICT policy and concepts as well as computer literacy » Praven ability as 2 Manager and Supervisor of staff
« Proven aptitude for conceptual and analytical thinking coupled with detail orientation & Proven aptitude far independent,
self-driven wark e Proven service delivery arientation e Sound verbal and writien ication skills ® Sound i
nepatiation and conflict management skills,
Key performance areas: s Farmulate and develop proposed transversal policies and guidelines to regutate the management of
electronic public records in governmental badies # Determine the conditions for and evaluate the records management functionality
of electranic records systems and advise developers and service providers and governmental bodies regarding compliance
 Facilitate collaboration with regulatory and standards agencies towards uniform application of best practices and maintain
published prescripts  Supervise the rendering of statutory regulatory records management services o Manage the Sub-Directorate.
Enguiries: Mr Johannes Matlala, tef. (012) 441 3648

quirements: ppropriate recognised L perience and in-depth
knawledge regarding the archival regulation of records management aclices of gavernmental bodies and archival management
* Practical experience and in-depth knowledge regarding the execution of public records;management programmes  Proven
strong planning ‘and co-erdination skilis « Proven strong interpersonal, negotiation and canflict management skills suited to
faster collaboration »/Proven strang verbal and written communication skills » Proven ability as a Manager and Sipenvisor of staff
= Praven aptitude for conceptual and analytical thinking coupled with detail orientation » Proven aptitade for independent, self-
driven'wark « Proven service delivery orientation  Sound understanding of IT concepts and computer literacy.
Key performance areas: » Co-ordinate relations with provingial archives services and provide professionat guidelines, assistance
and support to devefop records management capacity » Develap and maintain strategic partnerships with regulatory agencies
and other bodies to strengthen compliance with public recards governance prescripts in all spheres of gavernment o Co-ardinate,
supervise, conduct and report on records management inspactions in governmental badies, and maintain policies 2ad published
prescripts ® Suparvise the renderingaf statutary regulatory records management services ¢ Manage the Sub-Directorate.
Ennuiries: Ms Zandile Malokay tel ((112] 41 3730

Requirements: « An appropriate threc-year degree/diploma in Social Science or Psychology e Registration with the South African
Council Services Professiens (SACSSP) as 2 Sacial Worker ar the HPCA &s.& Psychologist’@ Apprapriate knowledge of and extensive
experience in Emplayee Wellniess Programme as well as short-termicounselling » Good communication and writing skifls « Good
computer skills.

Key performance areas: » Develop the Emplayee Weflness policy » tmplement the Employee Weliness programme to all stakehalders
 Deliver Life Skills programmes  Co-ardinate and manage the employeeireferral system « Do basic counselling of traubled
employeas » Manitor and review effectiveness of aperational activities andiinferventions o Liaise, co-ordinate and manitar external
service providers and their activities.

Enquiries: Ms Zandilé Malnka tel (012] 441 3730

Requirements: » An apprapriate three-year degree or Nationa) Dipiema in the field of Human Resource Management or Development
« Training and development experience « Exposure to the Human Resources Training and Development environment and processes
» Knowledge of relevant HRD legisative framework such as Skills Development, Labaur Retations Act, SAQA, NOF, Public Sarvice
Act, Public Regulations' Act, Emplayment Equity Act and ather related acts ® Good writing and verbal cammunication skills
» Training/presentation and interparsonal skills » Client arientation and customer focus ® Strong administration skills ® Prject
management skills,

Key areas: » Co-ordinate and administer bursary scheme s Assist with the arrangement for induction

and intemnship Gather inputs for th or workplace skills plan and implament training needs as outlined in
the emplayee's Perfarmance Development Plan (PDP} » Manage databases of HRD » Compile training reparts and provide statistics
« Source service providers and verify their accreditation status.

Enquiries: Ms Amanda nyose. tel (012) 441 3701

Reqmumems:  Relevant academic ICT qualification or/an A+. N& :nupled vmlh ] MCSE At least ane (1) year's experience in
an ICT enviranment « Knuwledge of various aperating systems, e.g. Linux, Windows, Mac 0S 3s well as advanced skills in office
productivity tools such as Open Office, MS Office, and e-mail software « Expasure to Free Open Source Software will be an added
advantage « Familiarity with procedures for computer security, including backup and virus protection « Good interpersonal and
communication skitls « Experience in LAN/Desktap support as wefl as knawledge of transversal systems A valid driver's licence.
Key performance areas: Reporting to the Manager: 17 Operations and Maintenance, the incumbent will assist users by responding
1o calls logged on the Service Desk tool » Troubleshoot software and hardware problems » Ensure proper implementation of palicy
and procedures related to JCT aperation in the Department & Moniter and work with service providers to ensure adherence ta
precedures  Compile reparts on system performance and daily duties » Assist users with IT training in general o Responsible for
seme [CT projects administration,

Hote: Short-listed applicants will undergo a competency test.

Enquiries: Ms Pertunia Mulaudzi, tel. (012) 441 3716

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to promote
representatively in the Public Sector through the filling of these posts, Persons whose transfer/promation/appointment wifl pramote
representivity will 1harefare receive preference. An indication in this regard will expedite the processing of applications. People with
disabilities are encauraged to apply. Applications must be submitted on Form 283, abtainable from any Government department
or online at www.gov.za

Al sectians of the 783 must be completed and be signed and the application form should be accompanied by a comprehensive
CV {including two recent and contactable referees) and Original Certified copies of the applicant's ID and all relevant educational
qualificatians. It is the applicant's responsibility to have foreign qualifications evaluated by the South African Qualification
Authority (SAQA) prior to the selection pracess. Applicants applying for more than one post must submit 2 separate form 283 (as well
as the documentatian mentioned ahave) in respect of each past being applied for, If an appllcant wishes to withdraw an application
it must be done in writing. Failure to submit the required will disqualify No faxed or
e-mailed applications will be accepted. The Department reserves the right not to fill the above-mentioned posts.

Please note: » Applicants must note that further checks witl be canducted once they are short-listed and that their appaintment is
subject ta positive outcame of these checks, which incfude security clearances and vetting, qualifications and employment histary
verification, identity and criminal records « Successful candidates will be required to sign a perfarmance agreement within three
(3) months of assumption of duty.

All pasitions are based in Pretoria.

Ptease forward your application, quoting the relevant reference number and the name of this pubEcation to: The Shief Director:
Humizn Resource Management, Department of Arts and Cutture, Private Bag X897, Pretoria, 0001. Applications can also be hand
defivered to the Department of Arts and Culture, Kingsiey Centre, 2nd Floor, enr Chureh and Beatrix Streets, Arcadia, Pretoria.

Closing date: 2] August 2009

ayanda mbanga communications 14505
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Department:
Arts and Cutture
REPUBLIC OF SOUTH AFRICA

o)
Deputy Director: International Conventions and Legislation

DIRECTORATE: HERITAGE RESEARCH, POLICY AND LEGISLATION
Salary: R344 052 per annum (Ref. 60969/1)

Requirements: A relevant three-year Bachelor's degree. The following will serve as strong recommandations: « A good
understanding of heritage legisiation and conventions « Excellent verbal and written communication and liaison skills « An
undarstanding of the Iinka?e and relationship between international heritage conventions and national fegisiation and policies
«Excelient interpersonal skills and the ability to work as part of a dynamic team.

Key performance areas: » Assist in the translation of international treaties into workable national policies and legislation, as well
as ensure that national policies and legistation are aligned with international conventions  Develop national positions on a range
of topics and conventions at multilateral forums such as UNESCO, as well as represent the country at such forums e Continuouslg
monitor and evahiate herita%e policies and legislative gaps « Generate strategic policy and legislative advice through researc
«Liatse with heritage stakeholders, including other Government departments, statutory Institutions and civil society.

Enqairies: Mr JN Matiala, tel. {012) 441-3648.
Assistant Director: National Archives Advisory Council
CHIEF DIRECTORATE: NATIONAL ARCHIVES

Salary: R217 482 per annum (Ref. 60969/2)

Requirements; « An appropriate three-year degree/Nationai Diploma in Public Administration/Management or related field ¢ At least
three years' relevant exrerience.A legal background would be an added advantage « Research capabilities « Knowledge of the
PFMA, PAIA and supply chain management prescripts « Knowledge/understanding of departmental policies, practices and
functions « The ability to work in a team and be proactive within the area of responsibility  The abiity fo handie muliiple projects at
the same time » Good communication and interpersonal relations « Problem-solving skills « Godd planning and organising skills
«Ability to work independently and under pressure » Enthusiastic, refiableandiable to work in a team.

Key performance areas: « Provide secretariat, administrative and techinical support to the Council » Co-ordinate logistical
arrangements for Council members « Manage expenditure;and approval » Manage the process of reconstitution of the Council
even;t lhfree lyht’.a(r;s.Lia.ilse with Council members and other staketiolders « Co-ordinate the drafling of monthly, quarterly and annual
reports for the Council,

Enguiries: Mr JN Matlala, tel. (012) 441-3648.

Assistant Private Secretary
OFFICE OF THE MINISTER

Salary: R174 243 per annum (Ref. 60969/3)

Requirements: o A three-year degree or National Diploma in Office Administration, Public Administration or a refated field
» A minimum.of three years' experience in this #elds Knowledge of computer software rmg(ammes-An understanding of the
composition and functioning of the DAC » Excellent written and verba! communication skills  Good administrative, organisational
and co-ordination skills « Knowledge of the functioning of Cabinet, Pariiament and Government in general.

Key performance areas:  Assist the Private Secretary fo manage,the.diary of the Executive Authority (Minister) « Provide
comprehensivé secretarial support to the Minister and the Office of the Minister « Provide effective administration support to the
Office’ of the Minister « Provide logistical support, in¢luding travel and accommodation bookings, processing of travel and
subsistence:claims « Compile subsistence and transport advances and claims for domestic and;international trips e Liaise with
Pariiament's stakeholders and constituency in consuitation with the Appolntment Secrétary » Handle all matters as instructed by
the:Minister, PS and Chief of Staff e Handle and respond to queries from the public and the Department and refer to the relevant
person within the Department « Create and maintain a database for the Minister's business associates » Keep records of financial
staigments.» Handle refreshment and catering management,

Enguiries: Ms 7 Maloka, tel. (012) 441-3730.

Principal Librarian
SUB-DIRECTORATE: LIBRARY POLICY AND CO-ORDINATION

Salary: R145 920 per annum (Ref. 60969/4)

Requirements: « A three-year recognised Bachelor's degree in Library and Information Sciences or refated field « At least three
ears’ exparience. An understanding of the lbrary and information. Services sector. Knowledgs and @ndersianding of library and
information services » The ability to lizise with the library and information and associated sectors e ICT literacy « Proven written and
verbal communication skills Reliability and good administrative and pranisational skills « Knowledge of national legistation, with
specific reference to fibrary and information Services « The proven ability to work in a team, handle 2 variety of tasks and work
under pressure « The.ability to work independently  The ability 16 solve problems.
Key performance areas:» Assist with the Deﬁanment's project on public/community libraries « Bevelop and monitor the database
for public/community libraries » Assist with the administration of the Secretariat of the Legal Deposit Commitiee and the National
Council for Library and Information Services e Liaise with library and information services stakeholders « Prepare and process
departmental documents« Provide administrative and fogistical support to the Directorate,

Enguiries: Mr JN Matlala, tel. (012) 44143648,

The Department of Arts and Culture Is an equal opportunity, affirmative_action_employer and it Is the intention of the
Department to promote re?resenlivity in the Public Sector through the filling 'of these posts, Persons whose transfer/
promotion/appointment will promote-representivity will lherefore receive preference. An indication insthis regard will
expedite the processing of applications, People with disabilities are encouraged to-agply.

Applications must be submitted an Form 783, obtainable from any j or onling at www.gov.za ALL sections
of the Z83 must be completed and signed and the application form'should be.accompanied by a comprehensive CV (including two
recent and contactable referees) and ORIGINALLY CERTIFIED copies of the appficants [D and ali relevant educational
qualifications, 1t is the applicant’s responsibifity to have foreign qualifications evaluated by the South African Qualifications
Authority (SAQA) prior to the selection process. Applicants applying for more than one post must submit a separate Form 283 (as
well as the documentation mentioned above) in respect of each post being applied for. If an applicant wishes to withdraw an
application, it must be done in writing, Failure to submit the required documentation will automatically disqualify applications. No
faxes or e-malls wili be accepted, The Department reserves the right not to fill the above-mentioned posts,

Please nate; « Further checks will be conducted once candidates are short-listed and appointment is subject 1o the positive
outcome of these checks, which include security clearance and vetting, qualifications and employment history verification, as well
as identity and criminaf record checking« The successful candidates will be required to sign a performance agreement within
3 months of assumption of duty.

THESE POSITIONS ARE BASED IN PRETORIA,

Please forward your application, quoting the refevant reference number and the name of this publication, to: The Director:

Human Resource Management, Department of Arts and Gulture, Private Bag X887, Pretoria 0001. Applications can also be

l;and-ﬂalivered fo the Department of Aris and Culture, Kingsiey Cenire, 2nd Floor, cnr Church and Beatrix Sireets, Arcadia,
retoria,

Clasing date: 25 September 2009. b

Human Communications 60969
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=3 ‘1, Department:
% % Arts and Culture
< REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably qualified and experienced candidates to fifl the following positions:
GHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT
Deputy Director: Performance Management (PMDS)

Salary package: R448 521 per annum (Ref; DDO1)

Requirements:  An appropriate 3-year tertiary degree/National diploma in Human Resources or refated field
o At least 4 years' experience in an HR environment inclusive of performance management e Good organisational,
planning, networking and analytical skills » Strong communication skills, both written and verbal, coupled with
good interpersonal skills e Basic supervisory experience ¢ Extensive knowledge of the Public Service Act, Public
Service Regulations and guidelines for performance management and development in the Public Service.

Key performance areas: = Develop and/or review policies and systems refated to the Performance Management
and Development Sysiem (PMDS) o Advise on, and support the Department in the implementation of policies and
framewaorks on PMDS » Manage the decision making structures on performance management and the application
of relevant incentive schemes © Conduct research into best practices and trends in the area of Performance
Management and development » Montor and evaluiate the effectiveness of the system  Train, develop and
suipervise subordinates (direct and ingi recﬂy) » Render an advisory service to the branch and Central Moderating
Committes ® Train DAC empl o the P M; and Development System (PMDS) » Provide
reports and ensure compliance with other government structures, such as the Public Service Commission, on the
implementation of the system and submission of related documents e Provide inputs on necessary development
intervention fo relevant Managers.

Enguiries: Ms Lorraine van der Westhuizen, tel: 012 441-3577.

OFFICE OF THE MINISTER
Assistant Private Secretary

Salary: R192 540 per annum (Ref: APO1)

Requirements: A Senior certificate with a minimum of 3 years’ relevant ience » Knowledge of comp
software programmes e Understanding of the composition and functioning of the DAC e Excellent written and
verbal communication skills » Good administraive, organising and coordinafion skills e Knowledge of the
functioning of Cabinet, Parliament and Govemmentin general,

Key performance areas: » Assist the Private Secretary to manage the diary of the Executive Authority (Minister)
» Provide comprehensive secretarfal support to the Minister, Special Advisors and the Office of the Minister
« Effective administration support to the Office of the Minister » Provide Jogistical support including travelrand
accommodation bookings, processingof fravel and subsistence claims e Liaise with Parliament stakeholders and
constituency in consultationwith the Appoirtment Secretary  Handle all matters as instructed by the Minister and
Chief of Staff » Organise visas forlinternationa! trave! through DFA/Embassies $'Handle and respond to queries
from the public and the Department and refer to the relevartt person within tha Department ® Create and maintaina
database for Minister's business associates » Make logistical amangements forVIP founge access, accommodation
and transport for imtemational travel « Compile subsi and transport and claims for tic and
intermational trips e Keep records of financial statements  Refreshments and catering management.

Enquiries: Ms Lorraine van derWesthuizen, tel: 012 441-3577.

The Department of Ans and Cufture is an equal opportunily affirmative action employer and it is the

to p in the Public Sector through the filling of these posts. Persons
whose i will promote representativity.will therefore receive preference.
An indication in this regard will expedite the processing of applications. Peunle with disabilities are
encouraged to apply.

Applications must be submitted on Form Z83, ebtainable from any Government Depanment or online at
WWW.0OV.23. Mm@l@m@ﬂ and the application form should be accompanied
by a mmgmhenswe cv (ncludmg twu recent and contactable referees} and certified copies of the

jons, It is the applicant's respnnsnbllily to “have foreign
quallﬁcahons evaluated by me South African Qualification Authority (SAQA) prior to the seiection
process. Applicants applying for more than one post must submit a separate Form 83 (as well as the
documentation mentioned above) in respect of each post being applied for. If an applicant wishes fo
withdraw an application, it must be done in writing. Failure to submit the required documentation will
automatically disqualify applications. No faxed or e-mails will be accepted.

« Pleasenote that all successful candidates will have to underge security clearance and their appoiniments
will be provisional pending the outcome of a security clearance » Successful candidates wilt be required
1o sign a performance agreement within 3 months of assumption of duty » Correspondence will be
limited to shortlisted candidates only  If you do not hear.from us within 3 months of the closing date,
please assume that your application was unsuccessful, Al positions are based in Pretoria,

Please forward your application, quoting the relevant reference and the name of this publication to: The
Director: Human Resources Management, Department of Arts and Culture, Private Bag X887; Pretoria
0001, Applications can also be hand delivered to the Department:of Arts and Culture, Kingsley Centre,
2 Floor, Chr Church and Beatrix Streets, Arcadia, Pretoria.

Closing date: 23 November 2009. JobVest asssans
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Department:

«» Arts and Cuiture
V REPUBLIC OF SOUTH AFRICA

Req An appmpnanl ramgmsed Eachelnr‘s degm or equnvalenl qualification ¢ A postgraduate pmlessmnﬂl archival
quahllcatmn would be a recommendation  Extensive experience and in-depth knowledge regarding the public archival regulation
of records management practices and efectronic records systems of govemmentaf hodies and internationat best practice » Saund
understanding of ICT policy and concepts as well as computer literacy ® Proven ability as a Manager and Supervisor of staff
« Proven aptitude for canceptual and anatytical thinking coupled with detail orientation @ Proven aptitude for independent,
setf-driven wark = Proven service delivery erientation » Sound verhal and written communication skills » Sound interpersonal,
negotiatien and cenflict management skills,

Key performance areas: » Formulate and develop proposed transversal policies and guidelines ta regulate the management of
electranic public records in gove:nmental bodies » Determine the conditions for and evaluate the records management funclionality
of electronic records systems and advise developers and service providers and govemmental bodies regarding compliance
o Fagilitate collaboration with regulatory and standards agencies towards uniform application of best practices and maintain
published prescripts » Supervise: the rendering of statutery regulatory recards management services » Manage the Sub-Directorate.

I Johannes Matiala, tel. (012) 441 3648
N ot e e

Al Inclusnve remuneratmn

Requirements: « An apprapriaie recagmsed Eachejar‘s depree or eqnlvalen quallf cation « Extensive expeﬂence and in-depth
knowledge regaiding the archivat regulation of recards management practices of gavernmental bodiesiand archival management
® Practical experience and in-depth knowledge regarding the execution of public recardsymanagement programmes  Proven
strong planriing and co-ordination skills  Proven strong interperssnal, negotiation and conflict management skills suited to
foster collabaration e Proven stiong verba! and written communication skills « Proven abiity as 2 Manager and Stipervisar of staff
« Proven aptitude forconceptual and analytical thinking coupled with detail orientation o Proven aptitude for independent, self-
dfiven work « Proven service defivery orientation = Sound understanding of IT concepts and computer literacy.

Key perfarmance areas- « Co-ordinate relations with provincial archives services and provide professional guidefines, assistance
and support to develop records management capacity  Develop and maintain strategic partnerships with regulatary 2gencies
and other hodies to strengthen compliance with public records governance prescripts in all spheres of government » Co-ordinate,
Supervise, conduct and report en records management inspections in governmental bedies, and maintain policies and published
prescripts « Supervise the rendering of statutary regulatory records management services ¢ Manage the Sub-Directarate.
Enquiries: Ms Zandile Malokaytel. (012) 441 3730

* Rssistant Director: Employee Wellness

Reqmruments . An appmpnal! fhree-year degree/dmlnma in Suclal Science or Psy:holagy . Rezls(rallon with the South Alnmn
Council Services Professions (SACSSP) as 2 Sacial Worker or the HPCA as.a Psychologist Appropriate knowledge af and extensive
experience in Employee Wellngss Programme as well as short-termicounselling « Good communication and writing skills » Good
campuer skills.

Key performance areas: » Develop the Employee Wellness policy « Implement the Emplayee Weliness programme to ali stakeholders
« Deliver Life Skills programmes  Co-ordinate and manage the employee refemal system o Do basic counselling of troubled
emplayees * Manitor and review effectiveness of operational activities and interventions » Liaise, co-ordinate and maniter external
service providers and their activities.

s Zandile/Maloka, tel. (012} 44] 3730

An appropriate three-year degrea or National Diploma in the field of Human Resource Management of Develapment
 Training and develapment experience » Expastire to the Human Resources Trainting and Deveiopment environment and pracesses
= Hnowledge of relevant HRD legislative framework such as Skills Developient, Lahour Relations Act, SAQA, NOF, Public Service
Hct, Public Regulations Act, Emplayment Equity Act and other related acts @ Good writing and verbal communication skills
« Training/presentation and interpersanal skills o Client orientation and customer focus » Strong administration skills  Project
management skills.

Key areas: » Co-ardinate and administer bursary scheme ® Assist with the arrangement for induction
and internship pragramme » Gzther inpurts for the develapment or warkplace skills ptan and implement training needs as autlined in
the employee's Performance Development Plan (PDP) » Manage databases of HRD » Compile training reports and provide stalistics
 Source service providers and verify their accreditation status.

s Amanda Grynse el (012) 441 3701

R Dlrectnrate Inin atlnnTecﬂnnlo
Szlary R145 9znp rann m(llef 4505/3).

Heqmrumslﬂs . Relwanl audemlc ICT qualification or.an A+, N+ coupled with'a MCSE » At least ane (1) year's experience in
an ICT enviranment » Knawledge of various operating systems, e.g. Linirx, Windows, Mac 0S as well as advanced skills in office
praductivity tools such as Open Office, MS Office, and e-mail software o Exposure to Free Open Saurce Saftware wil be an added
advantage * Familiarity with pracedures for computer security, including backup and virus protection » Good interpersanal and
cammunication skilis » Experience in LAN/Desktop support as well as knawledge of transversal systems » A valid driver's licence.
Key performance areas: Reparting to the Manager: IT Operations and Maintenance, the incumbent will assist users by responding
to calls logged on the Service Desk tacl # Troubleshoot software and hardware problems  Ensure proper imptementation of policy
and procedures related to ICT operation in the Department « Monitar and wark with service providers to ensure adherence to
procedures « Campile reparts un system performance and daily duties  Assist users with IT training in general » Responsible for
some {CT projects administration,

Note: Shart-listed applicants vill undergo a campetency test.

Enquiries: Ms Pertunia Mulaudzi, tel. (012) 441 3716

The Department of Arts and Culture is an equal oppartunity affirmative action employer and it is the intention ta promete
representatively in the Public Sectar through the filling of these pasts. Persons whose transfer/promotion/appointment will promate
representivity will therefore receive prefesence. An indicalion in this regard will expedite the processing of applications. Peaple with
disahilities are encauraged to apply. Applications must be submitted on Farm 283, abtainable fram any Govemment department
ar onfing at www.gav.za

Ml sectians of the 283 must be completed and be signed and the application form should be accompanied by a compsehensive
CV (including two recent and contactahle teferees) and Original Cerified capies af the applicant's 1D and all relevant educational
qualificatians. It is the applicant's il to have fareign ions evaluated by the South African Qualification
Authurity (SAQA) prior to the sefection pracess. Applicants applying for more than ane post must submit a separate form 283 (as well
as the documentation mentionad 2bove) in respect of eactt post being applied for. If an applicant wishes to withdraw an application
it must be done in writing, Failure to submit the required will disqualify No faxed or
e-mailed applications will be uccepted. The Depariment reserves the right not to fill the anave—menhnned posts,

Please note: » Applicants must note that further checks will be conducled ance they are short-listed and that their appointment is
subject to positive autcome of these checks, which include security elearances and vetting, qualifications and employment history
werification, identity and criminal records o Sisccessful candidates will be required to sign a performance agreement within three
(3) manths of assumption of duty.

All positions are based in Pretoria.

Please forward your appEcation, quoting the retevant reference number and the name of this publication to: The Chief Director:
Human Resource Management, Department of Arts and Cuthwe, Private Bag X897, Pretoria, 0001. Applications can also be hand
defivered to the Department of Arts and Culture, Kingsley Centre, 2nd Floor, enr Church and Bestrix Streets, Artadia, Pretoria.
Closing date: 21 August 2009

ayanda mbanga communications 14505
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arts and culture

=4l De ~
() e -
Director: Human Language Technologies
Alkinclusive remuneration package of R615 633 per annum {consisting of a basic salary
at 60% of the total package, the State's contribution to the Government Employees
Pension Fund at 13% of the basic salary and a flexible portion that may be structured in
terms of the applicable rules) (Ref. 58320)

Requirements: ® A Bachelor’s degree or equivalent qualification, with a language as a major @ A qualification in IT or experience in
Human Language Technologies will be an added advantage @ A strang inferest in communication and languagas ® Proven
managerial experience ® Research and praject management skills @ Strong verbal and written communication skilis ® Com?uler
literacy® A good understanding of the PFMA ® A goad understanding of the National Language Policy Framework ® Aalytical and
strategic thinking ability.

Key performance areas: ® Provide executive feadership for the implementation of the Human Language Technologies (HLT}
strategy  Market and popularise the concept of an HLT industry ® Drive the process of establishing a Natianaj Centrs for Human
Language Technolopies ® Monitor the global HLT scene on an ongoing basis, in arder to update local aims and stratngles ® Drive
the process of locating HLT within the broader Information Society ® dentify relevant training needs for HLT personael @ Negotiate
and liaise with role-players ¢ Supervise staff.

Nate: This is a re-advertisement, Applicants who previously applied and are still interested, are encouraged to re-apply.
Enquiries: Ms Zandile Maloka, tel. (012) 441-3730.

The Department of Aris and Culiore Is an equal opporiunity, affirmative action empioyer and it is the intention o promate
representivity in the Public Sector through the filling of this past. Persons whase transferpromotionjappainiment will
promote representivity will therafore receive preference. An indication In this regart will expedite the processing of
applications. People with disabilities are encouraged to apply.

Applications must be submitted on Form Z83, obtainable from any Government department or onling at www.govza ALL secticns
0f the 283 must be completed ank signed and the application form should be accompanied by 2 comprehensive (M (including
two recent and contactatle referees) and ORIGINAL CERTIFIED copies of the applicant’s [ and all. relevant edncatioral
qualifications. It Is the appficant’s responsibility to have foreign qualifications evaluated by'the South African Gualifications
Authority (SAQA) prior to the selection process. Applicants applying for more than ohe post must suimit a separate Form 83
(as welias the documentation mentiened abave) in respect of each post, being applied foe: If an appiicant wishes to withdraw
ar ation, it must be done in writing. Failure fn submit the required dacumentation willautematically disqualtty
ap,.  .ns. No faxes or e-mails will be accepted. The Department reserves he right not fafilt the shove-mentioned pasts.

Piease nate: ® Further checks will be conducted once candidates are shortisted andappointment is subject t the positive
outcame of these checks, which include security clearance and vetting, qualifications.and employment history verifiction, as well
as [dentity and criminal record checking  The suctessful candidate will be required to sign 2 performance agreement within 3
months af assumption of duty.

THIS POSITION IS BASED IN PRETORIA.

Please forward your applicalion, quoting the relevant reference number and the name of this publication; to: The Director:

Human Resource Management, Department of Arts and Culfure, Private Bag X897, Preforiz 0001, Applications: can also he

I;and-delivered 1o the Department of Arts and Culture, Kingsley Gentre, 2nd Foor, enr Church and Beatrix Streels, Arcadia,
retoria.

Closing date: 19 June 2008. b’
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2 Department:
Arts and Culture
W REPUBLIC OF SOUTH AFRICA
Legal Administration Officer

DIRECTORATE: LEGAL SERVICES

Salary: R174 243 per annum (Ref. 55673/2)

Requirements: o An appropriate BProc or LLB degree e Appropriate post-qualification experience in
the legal profession or in the application of law e A broad knowledge of the Constitution of South
Africa, the Promotion of Administration Justice Act, the Promotion of Access to Information Act,
the Public Finance Management Act and Treasury Regulations e Proven skills and experience in the
interpretation and drafting of legisiation e A broad knowledge of the Arts and Gulture legislative
framework and Public Service policies o Interpersonal skills e Good communication (verbal and
written) skills e Computer fiteracy (MS Word, PowerPoint and Qutlook) e The willingness 1o travel.

Key areas: » Draft legislation and legal such as affidavits, directives and
contracts e Provide legal training, make presentations and deal with requests in terms of the
Promotion of Administrative Justice Act and the Promotion of Access fo Information Act e Assist in
the application and interpretation of fabour law and legisiation administered by the Department
« Provide litigation support e Liaise with clients, counsel, the State Attorney, other organs of state
and the public e Provide legal advice on enforcement and compliance e Provide generai legal
support to the Department and Mlmstry to ensure that the goals of the Department are met
o Comment or make on ies for the Dx and Public
Service/State to the Directorate: Legal Services  Represent the Department at committees and
meetings.

Enquiries: Mr Joey Matlala, tel. (012) 441-3648.
Assistant Director: Employee Benefits
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT

Salary: R174 243 per annum (Ref. 55673/3)

Requirements: o A three-year degree/National Diploma in.Human Resource Management or Social
Sciences, or a Senior Certificate with at least 4 'years experience in the field of Human Resource
Management @ A good understanding of ‘the HR field » Adequate relevant experience s Good
planning and organising skills  Good,communication and interpersonal skills o Analytical thinking
and innovativeness/creativity o Policy formulation skills » The ability to work under pressure
« Knowledge of Government processes and procedures, as well as relevant legislation and HR
prescripts e Knowledge of PERSAL e General cumputer lxteracy o Client origntation and problem-
solving skills e A good ing of relevant legisl

Key performance areas:  Manage the administration of employee henefits » Monitor and advise on
matters related to employegibenefit administration and policies Ensure adherence to palicies
reiated to employee benefit administration e Train, develop and supervise subordinates (directly and
indirectly) e Compile and review HR palicies e Provide reports and statistics related to employee
benefit administration, such as abuse of sick leave, employee turnover, etc'within.thé Department
o Proactively consult withiclients on matters related to employee bengfit administration.

Enguiries: Ms Zandilg Maloka, tel. (012) 441-3730.

The Dapartment of Asts and Culture is an equal opportunity, affirmative action employer and it
Is the intention to promote representivity n the Public Sector throngh the filling of these posts.
Persons whose transfer/promotion/appointment will promole representivity will therefore
recelve preference. An indication in this regard will expedite tha processing of applications:
People with disabllities are encouraged to apply.

Applications must be submitted on Form Z83, obtainable fromyary Government department or
online at www.gov.za'ALL sections of the 283 must.be completed and signed and the application
form shouid he accampanied by a comprehensive,CV {Including two recent and contactable
referees) and ORIGINAL GERTIFIED coples of fhe applicant's ID and all relevant educational
qualifications. It is the applicant’s responsihbillity to have foreign quatifications evaluated by the
South African Qualifications Authority {SAQA) priar to the seleetion process. Applicants applying
for more than one post must submit a separate Form Z83 (as welt as the documentation
mentioned above) in respect of each post being applied for. If an appiicant wishes to withdraw
an application, it must be done in writing. Failure to submit the required docymentation will

disqualify No faxes or emails will be accepted. The Department
rgserves the right not te 1ilf the above-mentioned posts.

Please note: e Applicants must note that further checks will be conducted once they are short-listed
and that appointment is subject to the positive outcome of these checks, which include security
clearance and vetting, qualifications and employment history verification, as well as identity and
criminal record checking e Successful candidates will be required to sign a performance agreement
within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant. reference number and the name of
this publication, to: The Director: Human of Arts and
Culture, Private Bag X887, Pretorla 0001, Applications can aisg be hand-delivered fo the
Department of Arts and Culture, Kingsley Centre, 2nd Floor, cir Chigrch and Beatrix Streets,
Arcadia, Pretoria,

Closing date: 13 March 2009. b.
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\ Department:
7 Arts and Culture

@)
u REPUBLIC OF SOUTH AFRICA

Applications are invited from suitably quaiified and experienced candidates to fill the
following positions:

Deputy Director: Heritage Policy and Legislation

CHIEF DIRECTORATE: HERITAGE
All-inclusive remuneration package of R344 052 per annum (Ref. 54926/1)

i Appli must be in ion of a relevant 3-year Bachelor’s degree. The
following will serve as strong rec i e A good ing of the heritage sector
» Strong policy formulation and research skills e Excellent verbal and written communication and
fiaisen skills e Analytical and problem-solving skills e An understanding of the importance of
heritage in meeting broader Governance imperatives o Excelfent i ! skills and the ability
to work as part of a dynamic team.

Key performance areas: e Assist in the implementation of a research and policy agenda for the
Heritage Chief Directorate e Assist in the formulation and review of heritage policies and legislation
« Develop position papers and discussion documents e Liaise with heritage stakeholders, including
other Government departments, statutory instituticns and civil society » Facilitate and co-ordinate
research projects » Supervise and manage service providers and palicy panels.
Enquiries: Ms Zandile Maloka, tel. (012) 441-3730.
Assistant Director: Recruitment and Selection
(2 Posts)
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT
Salary: R174 243 per annum/(Ref. 54926/2)

Requirements: o A three-year degree/Nationz! Diploma in Human Resourge Management,or Social
Sciences or Senior Certificate with at least'4 years experience in the field jof Human Resource

» Good ing of the HRfield e Adequate relevant experience s Good planning
and organising skills e Good .communication and interpersonal skills e Analytical thinking and
innovation/creativity « Policy formulation skills e Ability to work under pressure « Knowledge of
Government processes and procedures as well as relevant HR prescripts » Knowledge of PERSAL
« General computer literacy e Client orientation and problem-solving skilis e Good understanding of
relevant legislation.
Key performance areas: o Drait, edit and place recruitment advertisements e Handle response to
advertised posts e Recruit temporary/relief employees o Provide HR advice and secrstarial services
during the interviews e Present management reports on recruitment trends within the Department
of Arts and Cuffure e Render an effective atvisory service on recruitment processes e Liaise with
other HR compoenents on employee changes e Manage and supervise 'employees of the Section:
Recruitment and Selection e Draft submissions to secure approval for appointment of recommended

I o Ensure pro ing of pay for advertised posts and recruitment agencies for
services rendered e Supervisory jresponsibilities e Administer exit interview questionnaires
o Facilitate competency assessment and verification of qualifications and employment history as
part of the Recrvitment and Selection pracesses.

Enquiries: Ms Loraine van der Westhuizen, tel. (012) 441-3755.
Chief Language Practitioner: Afrikaans
(EDITOR/TRANSLATOR)
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE
Salary=R174 234 perannum (Ref. 54926/3)
Requirements: o An appropriate, ‘recognised Bachelor's ‘degree, preferably withwAfrikaans,
Linguistics or Translation.as major subject(s} e Afrikaans as a first language's Excellent command
af English e At least 5 years'proven editing and translation experience e Proven general computer
literacy o The ability to edit and translate text electronically e Successiul completion of a
departmental editing and translation test » Good written and verbal communication skills e The
abifity to work under pressure e Gooduinterpersonal skills « Knowledge of the National Language
Policy.
Further recommendations: e A postgraduate qualification in Translation e Experience in editing and
translating publications in the public sector e Experience in editing and translation legislation e SATI
accreditation as a transtator and/or editor, and/or accreditation as a sworn translator in the relevant
language(s)s
Key performance areas:  Edit in Afrikaans, and translate from English into Afrikaans, a wide
variety of official documents e Supervise and train subordinates e Exercise iquality control over
internal and outsourced work e Coordinate internal and outsourcing administration  Lizise with
clients and freefancers e Give language advice.
Note: Only short-listed candidates will write the required test.
Enquiries: Mr Joey Matlala, fel. 012-441-2648.

The Department of Arts and Culture is an equal opportunity, affifmative action employer and
itis the i ion to p p ivity in the Public/Sector through the filfing of these
posts. Persons whose transfer/p { poil will p: p Tvity will
therefore receive preference. An indication in this regard will expedite the processing of
applications. People with disabilities are encouraged to apply.

Appiications must be submitted on Form Z83, cbtainable from any government department or online at
www.govza ALL SECTIONS OF THE 783 MUST BE COMPLETED. The application form should be
accompanied by a comprehensive CV {including two recent and contactable referees) and CERTIFIED copies
of the applicant’s ID and educational qualifications. It is the applicant's responsibility to have foreign
qualifications evaluated by the South African Qualification Authority (SAQA} prior to the selection process.
Applicants applying for more than one post must submit a separate Form Z83 {as welt as the documentation
mentioned above) in respect of each post being applied for. If an applicant wishes to withdraw an
application it must be done in writing. Failure to submit the required documentation will aitomatically
disqualify applications. No faxes or emails wilt be accepted. The Department reserves the right not to fill the
above-mentioned post(s).

Note: e Applicants must note that further checks will be conducted once they are shortlisted and that
appointment is subject to the pasitive outcome of these checks, which include sectrrity clearance and
vetting, qualification and employment history verification, identity and criminat record checking e Successful
candidates will be required 0 sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number and the name of this
publication, to: The Acting Chief Director: Human Resource Management, Department of Arts
and Culture, Private Bag X897, Pretoria 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2nd Floor, enr Church and Beatrix Streets,
Arcadia, Pretoria,

Closing date: 20 February 2009. 6
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Department:
Aris and Culture
REPUBLIC OF SOUTH AFRICA

Director: Risk Management
BRANCH: CORPORATE SERVICES

Salary: R615 633 per annum, including a basic salary (60% of package), Government's
contribution to the Government Employee Pension fund (13% of basic salary) and a
flexible portion. The flexible portion of the package can be structured accarding to the
individual’s personal needs (Ref. 56057/1)

Requirements: o A Bachelor's degree or National Diploma in Risk Management/Auditing/Finance/

risk o Extensive managerial
experisnce e Strategrc amd Ieadershrp capabl!rues o Client orientation and customer focus e People
» Financlal management, as well as change

management skllls

Key areas: e Lead, co-ordinate and the ise Risk (ERM) effort
of the Department e Manage the execution of ERM processes e Deveiop and review risk management
strategy and policies, as well as risk limits e Establish and maintain the use of appropriate ERM
methodologies, tools and technigues e Facilitate enterprise-wide risk assessments and monitor priority risks
across the Department e Ensure the effective alignment of ERM processes with the intemal audit processes
« Provide training and promote the advocacy of risk management.

Please note: The i will_be subj to He/she will be
required to Sign a performance agreement within 3 months of assumption of duties.

Enquiries: Mr Joey Matlala, tel. (112) 441-3648.
Assistant.Director: Heritage Institutions
CHIEF DIRECTORATE: HERITAGE

Salary: R174 243 per annum (Ref. 56057/2)

Hequrremem' « A 3-year degree or National Diploma in Sacial Sciences, Arts or Humanities At least 3
years’ experience in the arts and culture sector e Lateral and strategic thinking skills « Communication,

and skills » H and writing skills
» The ability to operate Word, Excel and PowerPoint & A

of proj
valid driver's licence will serve as an advantage.

Key performance areaszReparting directly to the Deputy Director: Heritage Institutions, the incumbent will:
o Assist wnh all matters pertaining to Heritage Institutions and cultural parinerships « Maintain legislation
and ining to Heritage ions and assist with the implementation thereof e Assist with
the appointment of Councils for Herlrage Instititions e Liaise with other stakeholders, Govemmental
departments, as well asiprovincial and local authorities e Assist with the transformation process of Heritage
Institutions, enabling them to become relevant for all sectors of the population e Address enquiries received
from the heritage fraternity/and the public at (arge  Undertake working visits 10 the. Declared Gultural
Institutions to identify needs, problems, strength: and ities @ Prepare

and answer Parli ¥ i ietters and re|ated to heritage Issues.

Enquiries: Ms Zandile Maloka, el. (012) 441-3730.
Chief Language Practitioner: Setswana Terminologist
CHIEF DIRECTORATE: NATIONALLANGUAGE SERVICE

Salary: R174 243 per annum (Ref. 56057/3)

Requirements:'e An apprnpnate Bachelor's degree or equivalent gualification with Setswana as a major
sub}ect . will serve as a strong recommendatmn o Atleast3
years’ experience in termlnology or within a
skilis @ Computer Iiteracy o Excellent written and verbal communication skills e Supervrsory skills & Good
interpersonal skills.

Key perfarmance areas: e Manage the steps in the terminology development process e Conduct research
on terminology principles for Setswanae Assist with#ralning and tapacity building programmes e Attend,
take minutes at and keep a working irecord of terminology working meetings e Update the database e Lead
allocated terminology projects e Liaise and negotiate with relevant stakeholders e Supervise staff
o Participate in other projects that are vital to the implementation ‘of the National Language Policy
Framework e Prepare and make presentations on language-related Issues.

Enquiries: Ms Pertunia MulaudZi, tel. (012) 441-3716.
Assistant Director: Theft and Loss Control
DIRECTORATE: FINANCIAL MANAGEMENT

Salary: R174 243 per annum (Ref. 56057/4)

Heqmremems e AnLLB degree or ather 3-/4-year legal gualificationypls aminimurn of 2-3 years’ relevant
of ant inithe Basic Accounting System. (BAS), the Public Finance
Management Act{(PFMA), Treasury Regulations and Goverament Financial Policies e Computer fiteracy (MS
Office package) e Excellent/communication skills {verbal and written) @ Good. interpersonal relations
« Research and report writing skills e Management and supervisory skills A valid Gode 08 driver’s licence.

Key performance areas:  Draft legal documents. and assist with the provision of legal advice to ths Finance
Unit on problems with regards to interrefating the execution of powers and legal matters on memaranda of
agresment, as well as other financial documents e Llaise with the Traffic Department, State Attorney’s Office
and SA Police Service » Determine responsibilities in respect of the theft and loss of State money and goods
« Perform administration in respect of the collection of Departmental debts and writing off of debts
« Supervise subordinates.

Enquiries: Ms Amanda Giyose, tel. (012) 441-3701.

The Department of Arts and Culture is an equal oppartonity, atfirmative action employer and it is the
intention to promote representivily in the Public Sector through the filling of these posts. Persons whose
transfer/promotion/appointrent will promote represeativity will therefore receive preference. An
indication in this regard viill expedite the processing of applications. People with disabilities are
encouraged to apply.

Applications must be submitted on Form 233, trom any or online at
www.gov.2a ALL sections of the 283 must be compleled and signed and the application form should be
accompanied by a comprekensive CV {Including two recent and contactahle referees) and ORIGINAL
CERTIFIER copies of the applicant's ID and all relevant educational qualifications. it is the applicant's
responsibility to have foreign qualifications evaluated by the South African Qualifications Authority
(SAQA) prior to the selection pracess. Applicants applying for more than one post must submit a
separate Form Z83 (as well as the documentation mentianed above) in respect of each post, being
applied for. i an applicant wishes to withdraw an appiication, it must be done in writing. Fallure to
submit the required wili disquali i No faxes or e-mails will
be accepted. The Department reserves the right not to fill the ahave-mentioned pasts.

Please note: & Further checks will be conducted once candidates are short-listed and appointment Is
subject to the positive outcome of these checks, which include security clearance and vetting, qualifications
and employment history verification, as well as identity and criminal record checking ® Successful
candidates will be required to sign a performance agreement within 3 months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference nomber and the name of this

publication, te: The Director: Human of Arts and Culture, Private
Bag X897, Pretoria 0001. can also be hand-deli the of Arts and
Cutture, Kingsley Centre, 2nd Floor, car Gharch and Beatrix Streels, An:adla, Pretoria. 6
Closing date: 3 April 2009,
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Department:
e s unmn
Applications are invited from suitably qualified and experienced candidates to fill the foliowing positions:

DIRECTOR: FINANCIAL MANAGEMENT
BRANCH: CORPORATE SERVICES

Allinclusive remuneration package of R 615 633 par annum fo be structured in accordance with the rules for Senior Management Services (Ref. 279/1)
REQUIREMENTS: eA multi-skilled person who holds a recognised Bachelor's degree or Nahonal diptoma and extensive experience, preferah!y ln

Public Sector Finance eStrong knowledge of financial control and ext in the financial
essenfial eStrategic and leadership capabliies eClient orientation and customer focus ePecple management and empowerment -PrOJec1

Management, as well s change management.

KEY PERFORMANCE AREAS: eEvaluat i to the ing Officer eManage the itation of revenue and expenditure reports
the ilation and ission of the ional budget in terms of the MTEF budget cycle »Compile the Appropriation Accounts and
AnnuaI Fmancra! Statements i.t.o GRAP sProvide sirategic leadership and direction with regart to Financial Management eDevelop and monitor the
of ing policies »Ensure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury

Regulations.

PLEASE NOTE: eThe didate will be subjected to a «He/She will be required to sign &
within 3 months of assumption of duty.

ENQUIRIES: Ms Zandile Maloka, Tel.: (012) 441-3730.

DIRECTOR: FINANCIAL ADMINISTRATION
BRANCH: CORPORATE SERVICES
All inclusive remuneration package of R 615 633 per annum fo be structured in accordance with the rules for Senior Management Services (Ref, 279/2)
REQUIREMENTS: eAn appropriate three-year Bachelor's degree or National Diploma, coupled with expenience in Financial Management e Thorough

knowladge of the Public Finance Management Act, Treasury ions and financial pollmes and systems, particularly
BAS, PERSAL, etc. ein-depth of budget sAdequate i in financial ini ing and reporting
eStrategic and leadership capabilities eClient orientation and customer focus »People and emp oProject as well
as change management.

KEY PERFORMANCE AREAS: The successful_candidate’siresponsibility will be to: elmplement effective, ‘efficient and transparent systems for
{financial control e Take effective and appropriate steps to prevent, unauthorised, irregUlar, fruitiess and wasteful expenditure and [osses resulting from

criminal conduct wAnalyse and manage cash flow eCompile.and analyse the annual financial in with ‘G lly Accepted
Accounting Practices sManage different finangial accounts.
PLEASE NOTE: oThe didate will be subj toa «He/She will be required to sign a performance agreement|

within 3 months of assumption of duty:
ENQUIRIES: Mr Joey Matlala, Tel.: (012) 441-3648.

DEPUTY DIRECTOR: CORPORATE GOVERNANCE (2 POSTS)
BRANCH: CORPORATE SERVICES
Altinclusive salary package: R 344 052 per annum (Ref. 279/3).
REQUIREMENTS: »An appropriate three-year B.Com degree o National diploma in Financial Management or related f eld A minimum of 5 years
experience in Corporate:Govemance within a business management'or public setvice envi and of|
{corporate govemarice (finance) principles and compliance monitoring eGood research, analytical, pmblem identification-and solving skills_sProject
skills, as well as strategic thinking abilifies eComputer literacy eExcellent written and verbal skills eGood interpersonal skilis.

KEY PERFORMANCE AREAS: Develop and implement systéms ty ensure i with legistati i to Asts and Culture Public Entities
sinculcate the culture of good corporate governance within these entities oRepon to the Director: Corporate Govemance and other officials on trends
and on in public entities #Draft policy gui and for the tion of good corporate govemnance
in public entiies «Conduct corporate governance benchmarking and report on public entities’ i with good corporate principles

eFacilitate and oversee the implementation of sound corporate govemance practices within the public entities eEnsure strategic alignment of public
entities’ strategic plang in support of the Department's mandate and goals and the goals of government eMonitor and evaluate the corporate
fgovernance performance of the public entiies eldentify and defing. specific mformahon needs and relevant mterfaoes of public advice on ﬁnanclal

matters and advice onithe implications of planned actions eAssist in the and i of ion and other reg
insofar as they apply fo public entities eAssist in the monitoring and ion of the ﬁnancial i and of public entities eAssistin
the and i ion of the cofporaterplans, annual and quarterly reports of the public entities eManage compliance with policy|

requirements for public entities eProvide timeous reports in refation to the above.
ENQUIRIES: Ms Pertunia Mutaudzi, Tel.: (012) 441-3716.

ASSISTANT DIRECTOR: CO-ORDINATION
CHIEF DIRECTORATE: CO-ORDINATICN, MONITORING AND EVALUATION
Salary: R 174 243 per annum (Ref. 279/4)
REQUIREMENTS: »An appropriata three year degree or a Nationel'diploma e A postyraduate quelification will be an added advantage eExpetience in
ic planning, i ion and reporting eAn understanding of the South African Public Service and it's operations eSound knowledge of the
arts and culture sector will also serve as an advantage eAbility to apply interpersonal skilis and analytical skills »Business Report writing skills sAn
innovative and creative thinker sResults-driven eExcellent verbal and written communication skills.

KEY PERFORMANCE AREAS: #To provide sirategic support to the office of the Chief Dil Co-ordination, Monitoring and Evaluation eDevelop
and p to collate inputs from the DAC p eg. D i Strategic Plan, Quarterly

Reports and Annual Report eAdvise programme managers on the smndard refevant for the i ion eLiaise and make

follow-ups with p on of the perfor ion eStare, preserve and disseminate the performance information

sConduct research #|dentify and prepare required ion for the Chief Di s strategic meetings and workshops e Take minutes during

I mestings »Serve as executive support fo the Chief Directorate »Ensure high level intervention as required on reporting performance areas.

PLEASE NOTE: This is a re-adveriisament of Ref. 44636/2. Candidates who previously applied are fo re-apply.

ENQUIRIES: Ms Amanda Giyose, Tel.: (012) 441-3701.

The Department of Arts and Culture is an equal opportunity afiirmative action employer and it is our intention fo pramote representativity in the

Department through the filling of these posts. Persons whose transfer / p ! will promote rep ivity will therefore receive
preference. An indication in this regard will expedite the processing of applr:anons. People with disabilities are encouraged to apply.

Applications must be submitted on Form Z83, i from any Gt or online at www.gov.za. ALL SECTIONS OF THE 283
MUST BE COMPLETED. Application form{s) should be ied by a CV {i two recent and contactable referees)

and CERTIFIED copies of the applicant's ID and educational qualiﬁcatlons It is the applicant's responsibility to have foreign qualifications
evaluated by the South African Qualification Authority (SAQA) .Applicants applying for more than one post must submit a separate 283 1onn
{as well as the documentation mentioned above) in respect of each post they apply for. if an icant wishes to an i it
must be done in writing, Faiture to submit the required will i disqualify applications. No faxes or e-mails will be
accepted. The Department reserves the right not to fill the above post{s}.

PLEASE NOTE: eApplicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive
outcome of these checks, which includes security clearances and vetting, qualifications end employment history verifications, identity and ctiminal
records. eSuccessful candidates will be required {0 sign a performance agreement within three (3) months of assumption of duty.

THESE POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number & the name of this publication to: The Director: Human Resource
Management, Department of Arts & Culture, P/Bag X897, Pretoria, 0001. Applications can also be hand delivered fo the Department of Arts &
Cutture, Kingsley Centre, 2nd Floor, Cnr Church & Beatrix Sireets, Arcadia, Pretoria.

CLOSING DATE: 10 APRIL 2003.
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ANNEXURE B
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention
to promote representatively in the Public Sector through the filling of this post. Persons whose transfer /
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 13112
SALARY
CENTRE
REQUIREMENTS

DUTIES

REQUIREMENTS

ENQUIRIES

regard will expedite the processing of applications

Please forward your application, quoting the relevant reference number and the
name of this publication to: The Director; Human Resource Management,
Department of Arts and Culture, Private Bag X887, Pretoria, 0001. Applications
can also be hand delivered to the Department of Arts and Culture, Kingsley
Centre, 2™ Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria

21 April 2009

Applications are hereby invited from suitably and qualified person to apply for the
following post(s) Applications must be submitted on Form Z83, obtainable from
any Government department or online at www.gov.za. All sections of the Z83
must be completed and signed, and the application form should be accompanied
by a comprehensive, CV (including two recent and contactable referees) and
Original Certified Copies of the applicant’s ID and educational qualifications. It is
the applicant's responsibility to-have foreign qualifications evaluated by the South
African;Qualification Authority (SAQA) prior to the selection process. 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. if an
applicant wishes to withdraw an application it must be done in writing. Failure to
submit the required documentation will automatically disqualify applications. No
faxes or e-mails will be accepted. The Department reserves the right not to fill the
above< mentioned posts.

OTHER POST

SENIORACCOUNTING CLERK: PERSAL

R76 194 per annum

Pretoria

A Grade 12 certificate, Certificate in Accounting or Commerce, Onewyear relevant
experience;;Computer literacy (MS Word/Excel), Good knowledge of PERSAL
Key Perforrnance Areas: The successful candidate will be_responsible for
salaries e.g. capturing allowances, deductions, T&S and IRP5 accumulations on
PERSAL. [ssuing pay slips and reconciling payroll. Filing PERSAL runs report
and salary. documents.

Piease Note: o Applicants must note that further checks will be conducted once
they are shortlisted and that their appointment is subject to"positive outcome of
these checks, which include security clearances and vetting, qualifications and
employment history verification,’ identity and criminal records s Successful
candidates will be required to'sign a performance agreement within three (3)
months of assumption of duty.

Mr Joey Matlala, Tel 012 441 3648




ANNEXURE B
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention
to promote representatively in the Public Sector through the filling of this post. Persons whose transfer/
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 09/11

SALARY
CENTRE
REQUIREMENTS
DUTIES

ENQUIRIES

regard will expedite the processing of applications

Please forward your application, quoting the relevant reference number and the
name of this publication to: The Director; Human Resource Management,
Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications
can also be hand delivered to the Department of Arts and Culture, Kingsley
Centre, 2™ Flaor, Cnr Church and Beatrix Streets, Arcadia, Pretoria.

20 March 2009

Applications must be submitted on Form Z83, obtainable from any Government
department or online at www.gov.za. ALL sections of the Z83 must be completed
and signed and the application form should be accompanied by a comprehensive
CV (including two recent and contactable referees) and Original Certified copies
of the applicantswlD and educational qualifications. 1t is the applicant's
responsibility. to| have foreign qualifications evaluated by the South African
Qualification Authority (SAQAY prior to the selection process. Applicants applying
for. more than one post must submitsa 'séparate form Z83 (as well as the
documentation mentioned above) in respect of each post being applied for. If an
applicant wishes to withdraw an application it must be done in writing. Failure to
submit the required documentation will automatically disqualify applications. No
faxes or e-mails will be accepted. The Department reserves.the right not to fill the
above- mentioned posts. Please Note: ¢ Applicants must note that further checks
will bé conducted once they are shortlisted and that their appointment is subject
to positive. outcome of these| cheeks, which include security clearances and
vetting; gualifications, and employment. history verification, identity and criminal
records o Successful candidates will bé requiredr to sign-a performance
agreement within three (3) months of.assumption of duty.

OTHER POST
FOOD SERVICES AID

R 47 787 per annum

Pretoria

Grade. 10 ¢ Good communication skills and relevant experience

Wash, crockery, dishes and plates,e Keep the kitchen / tearoomiclean ¢ Clean
the Kettle « Clean the refrigerator and microwave e Wash dishcloths and keep
them clean & Cleaning of crockery cupboard e Fill the kettle with water ¢ Work at
the Conference and Committee rooms on a rotating basis s preparing of tea /
coffee.

Ms Z Maloka Tel 012 441 3730




arts and culture

v

Department:
Arts and Cuiture
REPUBLIC OF SOUTH AFRICA

INTERNAL VACANCY CIRCULAR NO 4 OF 2009

APPLICANTS ARE HEREBY INVITED FROM SUITABLE CANDIDATES TO FILL THE
VACANCIES THAT EXIST IN THE DEPARTMENT OF ARTS AND CULTURE AT THE
CHIEF DIRECTORATE: INTERNATIONAL RELATIONS

POST: SENIOR ADMINISTRATION OFFICER (L.EVEL 8)

REF =4/2009
SALARY NOTCH : R 145°920-00 persannum

REQUIREMENTS

e A BA degree or National Diploma in Public Management and Administration or related
field or a SenioraCertificate with a minimum of 3uyears relevant experience ¢ Good
communication, (verbal and written) ‘and interpersonalskills e, Problem solving and
analysing skills'e Good planning and organising skills e Ability to take initiative e
Excellent intetpersonal skills ¢ Computer literacy ¢ Good planning and_organising skills
and the ability to take initiative «“Knowledge:of office administration including preparation
of submissions ¢ Knowledge of an electronic document managementssystem « Good

record keeping abilities e Mustbe in possession of a valid drivers license.

DUTIES

¢ The post incumbent will be expected to manage the workflow in the Chief Directorate:
International Relations “s.. Provide administrative “support with regard to general
administration in the office whichfincludes financial and provisioning administrétion ¢ Filing
of documents and ensure proper record keeping « Take minutes of the Chief Directorate’s
meetings e Acknowledge receipt of correspondence addressed to the Chief Director’'s
office and follow up on related activities / decisions ¢ Arrange meetings and organise
logistics for seminars, conferences and workshops ¢ Develop and maintain an effective
database of internal and external stakeholders e Asset holder for the Chief Directorate

« Perform any other office administration tasks as instructed by the Chief Director.

ACTING CHIEF DIRECTOR: HUMAN RESOURCE MANAGEMENT




The Department of Arts and Culture is an equal opportunity affirmative action employer
and it is the intention to promote representatively in the Public Sector through the filling of
these posts. Persons whose transfer / promotion / appointment will promote representa-
tively will therefore receive preference. An indication in this regard will expedite the

processing of applications .People with disabilities are encourage to apply

Applications must be submitted on Form Z83, obtainable from any Government depart-
ment or online at www.gov.za. ALL sections of the Z83 must be completed and
signed and the application form should be accompanied by a comprehensive CV
(including two recent and contactable referees) and ORIGINAL CERTIFIED copies of
the applicant’s ID and educational qualifications.  lt.is the applicant’s responsibility
to have foreign qualifications.evaluated by the South'African Qualification Authority
(SAQA) prior to the selection process. 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. [If an'applicant wishes to withdraw an
application it must be done in'writing. Failure to submit the required' documentation
will automatically disqualify applications. No faxes or e-mails will'be accepted. The

Department reserves the right not to fill the above-mentioned posts.

PLEASE NOTE: « Applicants must note that further checks will be conducted once they
are shortlisted and that their appeintment is subject to positive outcome®of these checks,
which includes security clearances' and vetting, qualifications and ‘employment history
verifications, identity and criminal records  Successful candidates will be required to sign

a performance agreement within three (3) months of assumptioniof duty.

ALL POSITIONS ARE BASED IN'PRETORIA.

Please forward your application, quoting the relevant reference number and the name of
this publication to: The Director: ‘Human Resource Management, Department of Arts and
Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2" Floor, Cnr Church and Beatrix

Streets, Arcadia, Pretoria.

Enquiries: Ms L van der Westhuizen, Tel (012) 441-3577
Closing date: 7 April 2009




arts and culture
Dapartmant:
@ Q‘:Pf‘.lnB’lec(;l':;Fra SOUTH AFRICA
Director: Human Language Technologies
All-indlusive remuneration package of R615 633 per annum {consisting of a basic salary
at 60% of the total package, the State's contribution to the Government Employees
Pension Fund at 13% of the basic salary and a flexible portion that may be structured in

terms of the applicable rules) (Ref. 58320)

Requirements: & A Bachelor's degree or equivalent qualification, with 2 language as 2 major ® A qualification in IT or experience in
Human Language Technologies will be an added advantage ® A strong interest in communication and languages  Proven
managerial experience ® Research and project management skils @ Strang verhal and written communication skils @ Gomputer
literacy ® A good understanding of the PFMA # A goad understanding of the National Language Palicy Framework # Analytica and
stratagic thinking ability.

Key performance areas: ® Provide executive feadership for the implementation of the Human Language Tecnnoln?ies (HLT}
strategy  Market and popularise the concept of an HLT industry  Drive the process of establishing a National Centee for Human
Language Technologies # Monitor the global HLT scene on an ongolng basis, in order to update local aims and strategies & Drive
the process of tocating HLT within the broader laformation Society ® Identify relevant training needs for HLT personnel® Negotiate
and fiaise with role-players ® Supervise staff.

Note: This is a re-advertisement. Applicants whe previously appiied and are till interested, are encouraged to re-2pply.
Enquiries: Ms Zandile Maloka, tel. (012) 441-3730,

The Depariment of Arts and Cufture is an equal opportunity, affirmative action employer and it is the intenticn to promote
representivity in the Public Sector through the filling of this post, Persans whose bransferfpromotion/appointment will
promote representivity will therefore receive preference. An indication in this regard will expedite the processing of
applications, People with disabilities are ancouraged to apply.

Applications must be submitted on Farm 283, obtainable from any Government department or onfine at www.govza ALL sactions
af the 283 must be completed and signed and the application form shoald be accompanied by a comprahensive CV.{including
twa recent and contactable referees) and ORIGINAL CERTIFIED copies of the applicant’s ID and all relevant educational
ualitications, it is the applican’s responsibility to have foreign qualifications evaluated byfhe South African Qualificalions
luthority (SAQA) prior 1o the selection process. Applicants applying for more than ooe post must submit 2 separate Form 263
(as w=if a5 the documentation mentioned abave) in respect of each post, being applied for i an apglicant wishes to withdrau
ar watian, it must be done in writing. Failure to submil the required documentation will automaiically disquality
ap, .ons. No faxes or e-mails will be accepled, The Department reserves The sight not tofill the above-mentianed posts.

Please note: @ Further checks will he conducted ance candidates are shart-listed and-appointment is subject to the pasitive
outcome of these cheeks, which include security clearance and vetting, qualifications and employment history verification, as well
as identity ang criminal record checking ® The successful candidate will b required to sign a performance agreement within 3
months of assumption of duty.

THIS POSITION IS BASED IN PRETORIA.

Please farward your application, quoting the relevant reference number and the name of this publicationg to: The Nirector:

Human Resource Management, Department af Arts and Culture, Private Bag X897, Pretoria 0001, Applications can also he

I;and-deliveud to the Department of Arts and Culture, Kingsley Geatre, 2nd Floor, cnr Church and Bealrix Straets, Arcadia,
retaria,

Clasing date: 19 June 2009, 6‘

Human Commuynications 58320




ANNEXURE B

DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention to
promote representatively in the Public Sector through the filling to this post. Persons whose transfer/
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 21/113

SALARY
CENTRE

REQUIREMENTS

ENQUIRIES

regard will expedite the processing of applications

Please forward your application, quoting the relevant reference number and the
number and the name of this publication to: The Director: Human Resource
Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001.
Applications can also be hand delivered to the Department of Arts and Culture,
Kingsley Centre, 2" Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria

12 June 2009

Applications are hereby invitedsfrom suitably and qualified person to apply for the
following post(s) ‘Applications must be submitted on Form Z83, obtainable from
any Government department or online attwww.gov.za. All sections of the Z83 must
be completed and signed and the application form should be accompanied by a
comprehensive CV (including two recent and contactable referees) and Original
Certified Copies of the applicants ID and educational qualifications. It is the
applicant's responsibility to have foreign qualifications, evaluated by the South
African Qualification Authority (SAQA) prior to the selection process. 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. If an
applicant wishes to withdraw'an_application it must be done in writing. Failure to
submit the.required documentation will automatically disqualify. applications. No
faxes or e-mails will be accepted. The Department reserves the right not to fill the
above- mentioned posts.

OTHER POST
ADMINISTRATIVE CLERK

R117 501 r annum

Pretoria

Three year degree / national Diploma in Public Management / Administration or
Senior, Certificate with 2-3 years administrative experience, good written and verbal
communication skills.“Computer literacy. Action orientation, creativity & innovation,
planning and jorganising, interpersonal sensitivity, flexibility, resilience, personal
motivation, problem solving and analysis skill and specialist knowledge.

The successful candidate will manage workfiow in the Chief Directorate:
Communications. Provide administrative support services with regard to financial
administration, personnel administration and provisioning administrative matters.
Render specific support to the Chief Director with regards to monitoring and
evaluation of the Chief Directorate’s activities. “Take minutes and records of
proceeding“ofsthe Chief Directorate’s meetings and follow-up on activities /
decisions. JArrange seminars, conferénce and workshops. Performs any other
office administration or.communications related task as instructed by the Chief
Director.“An active interest in Communications work.

Mr J Matlala, Tel'012447% 3648




DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention to
promote representatively in the Public Sector through the filling to this post. Persons whose transfer /
promotion / appointment will promote representatively will therefore receive preference. An indication in this
regard will expedite the processing of applications

APPLICATIONS

CLOSING DATE
NOTE

POST

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES
POST

SALARY
CENTRE
REQUIREMENTS

FURTHER RECOMMENDATION :

Please forward your application, quoting the relevant

reference number and the number and the name of this publication
to: The Director: Human Resource Management, Department of
Arts and Culture, Private Bag X897, Pretoria, 0001. Applications
can also be hand delivered to the Department of Arts and Culture,
Kingsley Centre, 2™ Floor, Cnr Church and Beatrix Streets, Arcadia,
Pretoria

15 May 2009

Applications are hereby invited from suitably and qualified person to
apply for the following post(s). Applications must be submitted on
Form Z83, obtainable from any Government department or online at
www goviza. All sections'of the Z83 must be completed and signed
and- the | application /form, should be accompanied by a
comprehensive CV (including two recent and contactable referees)
and Original Certified Copies of the applicant's ID and educational
qualifications. It is the applicant'ssresponsibility to have foreign
qualifications evaluated by the SouthiAfrican Qualification Authority
(SAQA) prior to the selection process. 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. If an applicant wishes to withdraw.an.application it must
be done.in‘writing. Failure to:submit the required documentation will
automatically disqualify applications. No faxeswor e-mails will be
accepted. ThesDepartment reserves the right not to fill the above-
mentioned post(s).

HUMAN.RESOURCE PRACTITIONER; EMPLOYMENT EQUITY
{(LEVEL 7)

Chief-Directorate: Human Resource Management

R 117 .501.00 per annum

Preteria

Three year degree or a National Diploma“in Human Resource
Management. 1-2 years experience in employment equity.
Knowledge of Basic Conditions of Employment Act, Labour
Relations Act, Employment Equity Act, Human Resource Policies
and Procedures. Planning and organising skills. Computer literacy.
Excellent verbal andwritten skills. Problem solving and analytical
skills.

Thersuccessful candidate willbe responsible to ensure consultation
with@all stakeholdersy coordinate employment equity outreach and
departmental committee meetings. Provide administrative support
and serve as a secretariat during committee meetings. Provide
assistant in the development and implementation of employment
equity policies, plans and programmes. Assist in the drafting of
employment equity progress report. Render advisory service to all
employees with regards to employment equity.

Mr J Matlala, Tel 012 441-3648

SENIOR ADMINISTRATIVE CLERK (LEVEL 6)
Chief-Directorate: National Language Services

R 94 326.00 per annum

Pretoria

A Senior Certificate with appropriate experience, good written and
verbal communication skills. Computer literacy. Ability to work under
pressure.

Knowledge of the Logis system will be an added advantage.




DUTIES

ENQUIRIES

POST

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES

The successful candidate will be responsible for the maintenance of
the filing system, photocopying and faxing of documents, receiving
and distribution of documents, handling general maintenance
queries, transport  arrangements, completing  transport
arrangements, completing transport and subsistence claims, assist
with capturing requests on Logis, assist with preparations for
meetings and presentations.

Ms Pertunia Mulaudzi, Tel 012 441-3716

SENIOR ADMINISTRATION CLERK (LEVELS6)
Chief-Directorate: Investing in Culture

R 94 326.00 per annum

Pretoria

Candidates must be in possession of a Senior Certificate or
equivalent certificate and at least 3 years experience. Computer
literacy as well as MS Office is essential. High sense of
responsibility. Ability to grasp a wide range of issues in arts, culture
and. heritage sector. 'Innovative with high sense of data
management. Ability to work as part of a team. The successful
candidate must have Organising, communication and numerical
skills.

The successful candidate will perform,the following tasks: Maintain
project filing system. Render help desk support service with regard
to project related enquiries. Data capturing and maintaining of
databases. Act as secretariat in management meetings. Make
logistics arrangements. /Provide administrative support to the sub-
directorate.

Ms Amanda Giyose, Tel'012441-3701




ANNEXURE B

DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it
is the intention to promote representatively in the public sector through the filling of this
post. Person whose transfer / promotion / appointment will promote representatively will
therefore receive preference. An indication in this regard will expedite the processing of
applications. People with disabilities are encouraged to apply.

APPLICATIONS : Please forward you application, quoting the relevant reference
and the name of this publication to: The Director: Human
Resolrce Management, Department of Arts and Culture, Private
Bag X897, Pretoria, 0001. {Applications can also be hand
delivered to the Department of Arts and Culture, Kingsley Centre,
2™ floor, Cnr Church and Beatrix Streets;"Arcadia, Pretoria. All
advertised positions are,based in Pretoria.

CLOSING DATE : 18 August 2009

NOTE : Applications mustsbe-submitted on Form Z83, obtainable from
any Government department or online at www.gov.za. It must
be acecompanied by a comprehensive CV (including two recent
and | contactable referees) and certifiedwscopies of all
qualifications. e Please note that all successful candidates will
have to undergo security clearance and their appointments will
be provisional pending. the outcome of a security clearance
e Successful candidates will be required to sign a performance
agreement within 3 months "of assumption of duty
e Correspondence will beulimited to shortlisted candidates only
o'l you do not hear from, us within 3 months of the closing date,
please assume that your application has been unsuccessful.
Féilure to submit the required documentation will automatically
disqualify applications. No faxes or e-mails will be accepted.

POST : SENIOR REGISTRY CLERK (LEVEL 5): OFFICE OF THE DG
Salary : R 76 194 per annum

Centre : Pretoria

REQUIREMENTS : e Senior Certificate/Grade 12 o Extensive experience and know-

ledge in Records and or Archival Management e Essential com-




petencies: good communication; interpersonal skills; computer
literacy; understanding of effective filling systems and ability to
work under pressure e Drivers License is compulsory.

DUTIES : Key performance areas: e Render efficient clerical and
administrative support in the office of the Director-General o
Record Management e Messaging services and office logistics e
Photocopying e Faxing e Courier services.

ENQUIRIES : Ms Pertunia Mulaudzi Tel 012 441 3716

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to promote
representatively in the Public Sector through thefilling of these pasts. 'Persons whose transfer / promotion / appointment
will promote representatively will therefore receivepreference. An indication‘in this.regard will expedite the processing of

applications. People with disabilities are encourage to apply

Applications must be submitted on Form Z83, obtainable from any Government department or online at www.gov.za.
ALL sections of the Z83 must be completed and signed and the application form should be accompanied by a
comprehensive CVi(including two recent'and contactable referées) and ORIGINAL CERTIFIED copies of the
applicant’s ID and educational qualifications. it.is;the applicant’s responsibility to have foreign qualifications
evaluated by the South African Qualification Authority (SAQA) prior to the selection process. Applicants
applying for mare.than one post must submit a separate form Z83 (as well as the documentation mentioned
above) in respect of each post being applied for. If an applicant wishes to withdraw an application it must be
done in writing. Failure to submit the required documentation will_automatically disqualify.applications. No
faxes or e-mails will be accepted. The Department reserves the right not to fill the above- mentioned posts.

PLEASE NOTE: » Applicants must note that further checks will be conducted once they are shertlisted and that their
appointment is subject to positive outcome of these checks, which include security clearances and vetting, qualifications
and employment history verification, identity and criminal records e Successful candidates will be required to sign a
performance agreement within three (3).months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA:

Please forward your application, quotihg the relevant reference’number and the name of this publication to; The Director:
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can also
be hand delivered to the Department of Arts and Culture, Kingsley Centre, 2" Floor, Cnr Church and Beatrix Streets,
Arcadia, Pretoria.




ANNEXURE A

DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention
to promote representatively in the Public Sector through the filling to this post. Persons whose transfer/
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 16/01

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

POST 16/02

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES

regard will expedite the processing of applications

Please forward your application, quoting the relevant reference number and the
number and the name of this publication to: The Director: Human Resource
Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001.
Applications can also be hand delivered to the Department of Arts and Culture,
Kingsley Centre, 2™ Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria

15 May 200¢

Applications are hereby invited from suitably and qualified person to apply for the
following post(s). Applications must be submitted on Form Z83, obtainable from
any Government,department or.online at www.gov.za. All sections of the Z83
must be completed and signed and the application form should be accompanied
by a comprehensive CV (including twosrecent and contactable referees) and
OriginaliCertified Copies of the applicant's ID and educational qualifications. It is
the'applicant’s responsibility to have foreign qualifications evaluated by the South
African Qualification Authority (SAQA) prior to thesselection process. 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. If an
applicant wishes to withdraw an application it must be'done in writing. Failure to
submit the required documentation will automatically disqualify applications. No
faxes orie-mails will be accepted. The Department reserves the right not to fill
the above-mentioned post(s).

OTHER POSTS

HUMAN RESOURCE PRACTITIONER: EMPLOYMENT EQUITY
Chief-Directorate: Human Resotrce Management

R147 501.per annum

Pretoria

Three year degree or a National Diploma in Human Resource Management. 1-2
yearsiexperience in employment equity. Knowledge of Basie Conditions of
Employment. Act, Labour Relations Act, Employment Equitys Act, Human
Resource Policies and Procedures. Planning and organising skills. Computer
literacy. Excellent verbal and written skills. Problem solving ‘and analytical skills.
The successful candidate will be responsible to ensure consultation with all
stakeholders, coordinate employment equity outreach and departmental
committee meetings. Provide administrative support and serve as a secretariat
during committee meetings. Provide assistantpin the development and
implementation of employment equity policies, plans'and programmes. Assist in
the draftingiof.employment equity progress report. Render advisory service to all
employees with regards to'employment.equity.

MrJ Matlala; Tel 012 441-3648

SENIOR ADMINISTRATIVE CLERK
Chief-Directorate: National Language Services

R94 326 per annum

Pretoria

A Senior Certificate with appropriate experience, good written and verbal
communication skills. Computer literacy. Ability to work under pressure. Further
Recommendation: Knowledge of the Logis system will be an added advantage.
The successful candidate will be responsible for the maintenance of the filing
system, photocopying and faxing of documents, receiving and distribution of
documents, handling general maintenance queries, transport arrangements,
completing transport arrangements, completing transport and subsistence
claims, assist with capturing requests on Logis, assist with preparations for
meetings and presentations.

Ms Pertunia Mulaudzi, Tel 012 441-3716

3.




POST 16/03

SALARY
CENTRE

REQUIREMENTS

ENQUIRIES

SENIOR ADMINISTRATION CLERK
Chief-Directorate: Investing in Culture

R94 326 per annum

Pretoria

Candidates must be in possession of a Senior Certificate or equivalent certificate
and at least 3 years experience. Computer literacy as well as MS Office is
essential. High sense of responsibility. Ability to grasp a wide range of issues in
arts, culture and heritage sector. Innovative with high sense of data
management. Ability to work as part of a team. The successful candidate must
have Organising, communication and numerical skills.

The successful candidate will perform the following tasks: Maintain project filing
system. Render help desk support service with regard to project related
enquiries. Data capturing and maintaining of databases. Act as secretariat in
management meetings. Make logistics arrangements. Provide administrative
support to the sub-directorate.

Ms Amanda Giyose, Tel 012 441-3701




arts and culture

Departmant:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

Applications are hereby invited from external and internal suitable qualified and
experienced candidates to fill the following positions:

REQUIREMENTS:

DUTIES:

SENIOR ADMINISTRATIVE OFFICER
CHIEF- DIRECTORATE: INTERNATIONAL RELATIONS
SALARY: R 161 970.00 per annum

(REF NR: SAOQ/01)

An appropriate recognised BA degree orNational Diploma in Public
Management.and'/Administration of related.field.plus 2 years experience or a
Senior Certificate with a minimum of 3 years relevant experience. * Good
Communication (verbal and written) and Interpersonal. skills. * Problem
solving and analysing skills. *Good planning and organising skills. *Ability to
take initiative. *Computer literacy. * Knowledge of office administration
including preparation of submissions, assets registering and procurement of
assets. * Knowledge and understanding of budget, departmental policies,
processes and procedures. * Knowledge of electronic document management
system. * Good record.keeping abilitiesi*Must be in possession of a valid
drivers licence.

The successful incumbent will be expected to manage the workflow in the
Chief Directorate: International Relations. *Provide administrative support with
regard to.general administration in the Office including financial'and
provisioning-administration: * Filing of decuments and ensure'proper record
keeping..* Take minutes at the Chief Directorate’s meetings.*Acknowledge
receipt of correspondence addressed to the Chief Director’sioffice and follow
up on relatediactivities / decisions. * Arrange meetings and organise logistics
for seminars, conferences and workshops. * Develop and maintain an
effective database of internal and external stakeholders. * Greate and
maintain the Asset register for the Chief Directorate. * Perform any other
office administrations tasks as instructed by the Chief Director.

NOTE: Shortlisted candidates will be subjected to a practical administrative related test.
ENQUIRIES: Ms AmandaGiyose: Tel:042 441-3701.

REQUIREMENTS:

DUTIES:

CULTURALOFFICER: LIVINGHERITAGE
2 YEAR FIXED-TERM CONTRACT
DIRECTORATE: LIVING HERITAGE
SALARY: R 105 645 .00 per annum

(REF NR: CO/02)

A three year Bachelor's Degree/Diploma in Social Science. Knowledge and
understanding of Intangible Cultural Heritage/ Living Heritage.*Knowledge of
Research and Report Writing. *Knowledge of relevant legislation applicable
to the Heritage sector.*Good communication (verbal and written) skills,
interpersonal skills and client orientated focus

Manage enquiries on Intangible Cultural Heritage/ Living Heritage.* Assist in
conducting research on Intangible Cultural Heritage/ Living Heritage. *
Liaison with tertiary institutions, government department, non government
organization, communities, practitioners and relevant stakeholders in the




Intangible Cultural Heritage field. *Manage projects on Intangible Cultural
Heritage/Living Heritage. *Provide administrative support.

ENQUIRIES: Ms Pertunia Mulaudzi, Tel 012 441-3716

HUMAN RESOURCE CLERK (X3)
CHIEF DIRECTORATE: HRM
SALARY: R 85 338
(REF NR: HRC/03)

REQUIREMENTS: Senior Certificate plus a minimum of 1 year's experience in the field of HR. *
Studying towards a three-year qualification in Human Resource
Management/Development or Public Administration would be an added
advantage.* Proven typing proficiency. * Good organising and planning
skills.* Ability to understand and interpret data (information in Curriculum
Vita's) to produce.cencise documents.* good communication and
interpersonal skills, * Accuragy, reliability and attention to details. * Ability to
meet deadlines and work under pressure’* Knowledge of Recruitment and
Selection process and procedure.

DUTIES: Perform all activities in response handling including collection of
applications, pre- screening and capturing of applications according to the
pre-defined ériteria.* Typing and sending of acknowledgement letters for all
applications received.*Typing and.sending of regret letters for all application
after the process of filling the post is finalized.* interview.logistical
arrangement such.as'transport arrangements for candidates and panel
members, preparation of Interview decuments, issuing transport claims
forms to candidates.* Procéssingiof transport claims.” Respond to queries
regarding the advertised position.

NOTE: Shortlisted candidates will be subjected to a typing test.
ENQUIRIES: Ms:Zandile Maloka, Tel: 012 441.3730.

People with,disabilities are encouraged to apply.

Applications must be submitted en Form Z83, obtainable from any Government Department or online
at www.gov.za. All sections of the Z83 must be completed and signed and the application form should
be accompanied by a comprehensive CV (including two recent and contactable referees) and Original
Certified Copies of the applicant’s ID and educational qualifications. It is the applicant's responsibility
to have foreign qualifications evaluated by the South African QualificationsAuthority (SAQA) prior to
the selection process. Applicants applying for more than one post must submit a separate form Z83
(as well as the documentation mentioned above).in respectof each post being applied for. If an
applicant wishes to withdraw an'application it must be done in writing. Failure to submit the required
documentation will automatically disqualify applications. No faxes’or e-mails will be accepted. The
Department reserves the right not to fill the above=mentioned post(s).

Applicants must note that further checks will be conducted once they are shortlisted and that their
appointment is subject to positive outcome of these checks, which include security clearances and
vetting, qualifications and employment history verification, identity and criminal records .Successful
candidates will be required to sign a performance agreement within three (3) months of assumption of

duty.

Please forward your application, quoting the relevant reference number to: The Chief Director: Human
Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001.
Applications can also be hand delivered to the Department of Arts and Culture, Kingsley Centre, 2n
Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria.

CLOSING DATE: 27 November 2009




arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

INTERNAL VACANCY CIRCULAR NO 2 OF 2009

APPLICANTS ARE HEREBY INVITED FROM SUITABLE CANDIDATES TO FILL THE
VACANCIES THAT EXIST IN THE DEPARTMENT OF ARTS AND CULTURE AT THE
DIRECTORATE: FACILITIES MANAGEMENT

POST: ADMINISTRATION OFFICER (LEVEL 7) (6 MONTHS CONTRACT)

REF : 212009
SALARY NOTCH : R 117 501-00 per annum
37% IN LIEU OF SERVICE BENEFITS : R 43 475-37 per annum

REQUIREMENTS

» An appropriate three years’ degree or National Diploma s Relevant experience in client
relations e Ability to work under pressure to meet deadlines » Highly computer literate o
Good administrative, verbalsand written comimunication skills » Independent thinker with

the ability to work with minimumsupervision o A valid driver's license.

DUTIES

¢ The successful candidate will render adminisirative support to the Directorate: Facilities
Management o Will assist'in the compilation of Immovable Asset register and a User
Asset Management Plan ¢ #Assist in monitoring of the. accommodation programme for
capital works, leased accommodation' and' municipal service charges s Consolidate
information in reporting on progress of accommodation programme o Ensure effective and
timeous responses to correspondence related to accommodation « Organise workshops
with Department of Public Works (DPW) and Public Entities and write reports e Attend bi-
monthly meetings with DPW and write minutes  The post will also required official

travelling and the successful candidate must be willing to travel as and when required.




The Department of Arts and Culture is an equal opportunity affirmative action employer
and it is the intention to promote representatively in the Public Sector through the filling of
these posts. Persons whose transfer / promotion / appointment will promote representa-
tively will therefore receive preference. An indication in this regard will expedite the

processing of applications .People with disabilities are encourage to apply

Applications must be submitted on Form Z83, obtainable from any Government depart-
ment or online at www.gov.za. ALL sections of the Z83 must be completed and
signed and the application form should be accompanied by a comprehensive CV
(including two recent and contactable referees) and ORIGINAL CERTIFIED copies of
the applicant’s |D and educationaliqualifications. » It is the applicant’s responsibility
to have foreign qualifications,evaluated by the South African Qualification Authority
(SAQA) prior to the selection process. 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. jif anjapplicant wishes to withdraw an
application it must be done in‘writing. Failure to submit the required documentation
will automatically disqualify applications. No'faxes or e-mails will'be accepted. The

Department reserves the right not to fill the above- mentioned posts.

PLEASE NOTE: e Applicants must note that further/.checks will be conducted once they
are shortlisted and that their appointment is subject to positive outcometof these checks,
which includes security clearances;and vetting, qualifications and 'employment history
verifications, identity and criminal records e Successful candidates will be required to sign

a performance agreement within three (3) months of assumptionsof duty.

ALL POSITIONS ARE BASED IN PRETORIA:

Please forward your application, quoting the relevant reference number and the name of
this publication to: The Director: Human Resource Management, Department of Arts and
Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2™ Floor, Cnr Church and Beatrix

Streets, Arcadia, Pretoria.

Enquiries: Ms L van der Westhuizen, Tel (012) 441-3577
Closing date: 17 March 2009




ANNEXURE B

DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it
is the intention to promote representatively in the public sector through the filling of this
post. Person whose transfer / promotion / appointment will promote representatively will
therefore receive preference. An indication in this regard will expedite the processing of
applications. People with disabilities are encouraged to apply.

APPLICATIONS

CLOSING DATE:
NOTE:

POST

Salary
Centre
REQUIREMENTS

Please forward you application, quoting the relevant reference

and the name of this publication to: The Director: Human Resource
Management, Department«of “Arts and Culture, Private Bag X897,
Pretoria, ;0001." Applications ycan 7also be hand delivered to the
Department of Arts and Culture, Kingsley. Centre, 2™ floor, Cnr Church
and Beatrix Streets, Arcadia, Pretoria. “All /advertised positions are
based inPretoria.

18 August 2009

Applications must be submitted ongForm Z83, obtainable from any
Government department or online at www.goviza. It must be
accompanied by a comprehensive CV (including-two recent and
contactable referees) andicertified copies of all qualifications. e Please
note that all successful candidates will have ito™undergo security
clearance and their “appointments will be provisional pending the
outcome of a security clearance e Successful candidates will be
required to sign a performance agreement within 3 months of
assumption_of duty e Correspondence Wwill be limited to shortlisted
candidates only e If you do not.hear from us within 3 months of the
closing date; please assume that your application has been
unsuccessful.  Failure to submit the required documentation will
automatically disqualify applications. No faxes or e-mails will be

accepted.

SENIOR ADMINISTRATION OFFICER (LEVEL 8): OFFICE OF THE
DG

R145 920 per annum

Pretoria

¢ A relevant post Matric qualification with 3 years practical experience

or Senior Certificate with 5 years practical experience in administration




support in a high level office ® Good verbal and written communication
e Organisational and interpersonal skills e Computer literacy (MS
Word, Excel, Power point, Internet and Outlook) e Ability to function
independently e Willingness to work under pressure and extended
hours.

DUTIES : Key performance areas: e To provide effective and efficient
administration in the office of the Director-General e Handling and
monitoring the workflow e Coordinating of the document flow i.e.
memorandums, submissions and letters ® Management of messaging
services e Records management and safekeeping of Records e
Quality assurance of submissions e'Liaise with stakeholders and the
géneral public.

ENQUIRIES : Ms Pertunia Mulaudzi Tel 012 441 3716

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to promote
representatively in the Public Sector through the filling of these posts. Persons whose,transfer //promotion / appointment
will promote represéntatively will therefore receive preference. .Ansindication in this regard will expedite the processing of

applications. People with disabilities are encourage to apply

Applications must be submitted on Form Z83; obtainable. from any Government department,or.online at www.gov.za.
ALL sections of the Z83 must be/completed and signed and the application form should be’accompanied by a
comprehensive CV (including two recent.and contactable referees) and ORIGINAL CERTIFIED copies of the
applicant’s |D and educational qualifications. / It is the applicant’s responsibility to/ have foreign qualifications
evaluated by the South African Qualification Authority (SAQA) prior to the selection process. 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. If an applicant wishes to withdraw an application it must be
done in writing. Failure to submit the required documentation will automatically disqualify applications. No

faxes or e-mails will be accepted. The Department reserves the right not to fill the above- mentioned posts.

PLEASE NOTE: e Applicants must note that further checks will be conducted once they are shortlisted and that their
appointment is subject to positive outcome of these checks, which include security clearances and vetting, qualifications
and employment history verification, identity and criminal records e Successful candidates will be required fo sign a
performance agreement within three (3) months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, quoting the relevant reference number and the name of this publication to: The Director:
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can also
be hand delivered to the Department of Arts and Culture, Kingsley Centre, 2" Floor, Cnr Church and Beatrix Streets,
Arcadia, Pretoria.




DEPARTMENT OF ARTS AND CULTURE

INTERNAL ADVERT

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to
promote representatively in the Public Sector through the filling to this post. Persons whose transfer /
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

regard will expedite the processing of applications

Please forward your application, quoting the relevant reference
number to: The Directon Human Resource Management,
Depariment of Arts and Culture, Private Bag X897, Pretoria, 0001.
Applications can also be hand delivered to the Department of Arts
and Culture, Kingsley Centre, 2™ Floor, Cnr Church and Beatrix
Streets, Arcadia, Pretoria

17 November 2009

Applications are hereby invited from suitably and qualified persons
to apply for the following post. Applications must be submitted on
Form Z&3jobtainable.frofn any Government department or online at
www.gov.za. All sections ofithe Z83 must be completed and signed
and” the application “ form, ;should be accompanied by a
comprehensive CV (including two'recent and contactable referees)
and Original Certified Copies of theiapplicant’'s ID and educational
qualifications. It is the applicant's fesponsibility to have foreign
qualifications evaluated by the South African.Qualification Authority
(SAQA) prior to the selection process. "Applicants applying for more
than one post must,submit a separate form Z83 (as well as the
documentation mentioned above) in respect;,0f each post being
appliedfor’ If an applicant wishes to withdraw.an application it must
be done in writing../Failure to submit the requiredidocumentation will
automatically disqualify applications. No faxes_or e-mails will be
accepted. The Department reserves the right inot to fill the above-
mentioned post(s).

SENIOR SECURITY ADMINISTRATION OFFICER (REF: 03/11)

Sub-Directorate: Officerand Security Services

R.161,970.00 per annum

Pretoria

Matric Certificate and 8 years’ security experience with 3 years in a
managerial level. | Experience in control room procedures, CCTV
surveillance systems. Understanding of the Minimum Information
Security Standards (MISS) document; A Grade B PSIRA (Private
Security Regulatory Authority) Certificate. Good communication
andwinterpersonal skills. Computer literate.  Ability to work
independently and under.pressure. Supervisory skills. A valid
Code 08 drivers licence.

Thersuccessful.candidate will co-ordinate, organise, implement and
control all physical security measures in the offices of the
Department of Arts and Culture. Ensure implementation and
adherence to the deparimental security policy and all security
directives. Co-ordinate training of all security officials. Compile
work plans for Senior Security and Security Officials and conduct
quarterly performance assessments for subordinates. Compile
weekly and monthly reports with regard to Physical Security on
operational matters. Conduct after-hour inspections. Ensure
compliance with Security Legislation. Ensure proper key control
measures. Conduct physical security assessments. Responsible for
Events security

Ms Pertunia Mulaudzi, Tel 012 441-3716




Applications must be submitted on Form Z&3, obtainable from any Government Depariment or online at
www.gov.za. All sections of the Z83 must be completed and signed and the application form should be
accompanied by a comprehensive CV (including two recent and contactable referees) and Original Certified
Copies of the applicant’s ID and educational qualifications. It is the applicant’s responsibility to have foreign
qualifications evaluated by the South African Qualification Authority (SAQA) prior to the selection process.
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. If an applicant wishes to withdraw an application
it must be done in writing. Failure to submit the required documentation will automatically disqualify
applications. No faxes or e-mails will be accepted. The Department reserves the right not to fill the above-
mentioned post(s).

Applicants must note that further checks will be conducted once they are shortiisted and that their
appointment is subject to positive outcome of these checksj which include security clearances and vetting,
qualifications and employment history,verification, lidentity and criminal records .Successful candidates will
be required to sign a performance agreement within three (3) months.ofiasstumption of duty.

Please forward your application, quoting the relevant reference number to: The €hief Director: Human
Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can
also be hand delivered to the Departrient of Arts and CultuféKingsley Centre, 2™ Floor, Cnr Church and

Beatrix Streets, ‘Areadia, Pretoria.

CLOSING DATE: 8 DECEMBER 2009




arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

INTERNAL VACANCY CIRCULAR NO 3 OF 2009

APPLICANTS ARE HEREBY INVITED FROM SUITABLE CANDIDATES TO FILL THE
VACANCIES THAT EXIST IN THE DEPARTMENT OF ARTS AND CULTURE AT THE
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT

POST: SENIOR SECURITY OFFICERS GR I (4 POSTS)

REF 1 3/2009
SALARY NOTCH : R 94 326-00 per annum

REQUIREMENTS

» Applicants./must be in possession of a Grade 12 certificate coupled .with previous
experience‘insthe security environment e A valid code EB driver'silicense is essential o
The successful candidate(s) will’have to obtain"a security clearance of secretie Failure to
obtain the required security clearance wili result’in the termination of the candidate(s)
service with, immediate effect e=*Registration, with Private Security Regulatory Industry
(PSIRA) and at least on grade C level « The ability to work independently and under

pressure  Conflict resolution and negotiation-skilisie Must be willing to work shifts.

DUTIES

o The successful candidate(S)will render a protection and security service ¢« To supervise
Security personnel at all access control peintsse To be responsible for the protection of
State Assets and the Informatioh. contained in offices @ ®To delegate general security
duties to Security Officials ¢ To conducted general patrols and observations during shifts
s Ensure the safe custody and protection of officials ¢ Update equipment regularly and
the maintenance of security equipment e Inspections of offices internally and other
buildings e Investigation of losses and damage of assets ¢ Performance management
reporting.




The Department of Arts and Culture is an equal opportunity affirmative action employer
and it is the intention to promote representatively in the Public Sector through the filling of
these posts. Persons whose transfer / promotion / appointment will promote representa-
tively will therefore receive preference. An indication in this regard will expedite the
processing of applications .People with disabilities are encourage to apply

Applications must be submitted on Form Z83, obtainable from any Government depart-
ment or online at www.gov.za. ALL sections of the Z83 must be completed and
sighed and the application form should be accompanied by a comprehensive CV
(including two recent and contactable referees) and ORIGINAL CERTIFIED copies of
the applicant’s |D and educational qualifications. It is the applicant’s responsibility
to have foreign qualifications'evaluated by the South/African Qualification Authority
(SAQA) prior to the selectionprocess. Applicants applying*for more than one post
must submit a separate form Z83 (as well as the documentationmentioned above)
in respect of each"post being applied for. If an applicant wishes*to withdraw an
application it must be done in writing. Failureto.submit the required documentation
will automatically disqualify applications. No faxes or e-mails will be accepted. The
Department reserves the right not to fill the above- mentioned posts.

PLEASE NOTE: e Applicants. must note that further checks will be conduéted once they
are shortlisted and that their appointment is subjectito positive outcome of.these checks,
which includes security clearances vetting, gualifications, employment history verifications,
identity and criminal records e Successful candidates will be required to sign a

performance agreement within three (3) months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application, gueting thesrelevant reference number and the name of
this publication to: The Director: Human Resource Management, Department of Arts and
Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2" Floor, Cnr Church and Beatrix

Streets, Arcadia, Pretoria.

Enquiries: Ms L van der Westhuizen, Tel (012) 441-3577
Closing date: 17 March 2009




The Department of Arts and Culture is an equal opportunity affirmative action employer
and it is the intention to promote representatively in the Public Sector through the filling of
these posts. Persons whose transfer / promotion / appointment will promote representa-
tively will therefore receive preference. An indication in this regard will expedite the

processing of applications .People with disabilities are encourage to apply

Applications must be submitted on Form Z83, obtainable from any Government depart-
ment or online at www.gov.za. ALL sections of the Z83 must be completed and
signed and the application form should be accompanied by a comprehensive CV
(including two recent and contactable referees) and ORIGINAL CERTIFIED copies of
the applicant’s [D and educational qualifications. It is the applicant’s responsibility
to have foreign qualifications“evaluated by the South African Qualification Authority
(SAQA) prior to theselection process. Applicants applyingfor more than one post
must submit a separate form 283 (as well as the documentation-mentioned above)
in respect of each post being applied for. If an applicant wishesto withdraw an
application it:imust be done in'writing. Failure to.submit the required documentation
will automatically disqualify applications. No faxes or.e-mails will be accepted. The

Departmentireserves the rightnot to fill the above-.mentioned posts.

PLEASE NOTE: e Applicanis.must.nete that further checks will be conducted“once they
are shortlisted and that their appointment is subjectito./positive outcome ofsthese checks,
which includes security clearances and vetting, qualifications and employment history
verifications, identity and criminal records  Successful candidates will be required to sign
a performance agreement within three (3) months of assumption of duty.

ALL POSITIONS ARE BASED IN PRETORIA.

Please forward your application,/quoting the“relevant reference number and the name of
this publication to: The Director: Human Resource Management, Department of Arts and
Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2™ Floor, Cnr Church and Beatrix
Streets, Arcadia, Pretoria.

Enquiries: Ms L van der Westhuizen, Tel (012) 441-3577
Closing date: 8 May 2009




arts and culture

Department:
Ans and Culture
REPUBLIC OF SOUTH AFRICA

Hooftaalpraktisyn: Afrikaans
{REDIGEERDER/VERTALER)
Salaris: R174 243 per Jaar {Verw 54926/3)

Minimum versistss:e 'n ike, erkende of ige kwalifikasie, verkiesik
met Afrikaans, Vertaling of Taalwetenskap as hioolvak e Atrlkaans as eerste taal o Uilstekende beheersing
van Eagels o Ten minste vyf jaar bewese ondervinding in vertalieg en redigering » Bewese algemene
rekenaargeletterdheid e Vermo# om op die rekenaar te vertaal en teks 1¢ redigeer o Suksesvolle afiegging
van 'n depariementele toets wat verlaling en redigering behels e Goeie skriftelike en mondefinge
kommunikasievaardighede » Vermoé om onder druk te werk o Goeie interpsrsooniike vaardighade
= Kennis van die Nasionale Taaibeleid.

Verdere aanbevalings: » n Nagraadse kwalifikasie in Vertaling e Ondervinding in die vertaling en
redigering van publikasies in die openbare sektor e Ondervinding in die verialing en redigering van
wetgewing e SAVI-akkreditering as vertaler enfol redigeerder, en‘of alkreditering as geswore vertaler in
dig betrokke taal.

m Alrikaans, en die verialing uil Engels in Afrikaans, van 'n wye

13

id amptelike oor en oplelding van ondergeskiktes o Uitoefen
van op interne en ui werk « Kod g van inferne en ui
. ing met kiiénte en vr s » Taaladvi

Lei wel: Slegs kortlyskandidate sal die vereiste foets aflé.
Navrae: Me. Loraine van der Westhuizen, tel. 012-441-3755.
Die Departement van Kuns en Kultuur is 'n werkgewer wat gelyke geleenthede voorstaan en daar

word bsooy om in die fe bevorder met dig val van hierdie poste.
Persone wie se i liing sal hevarder, sal dus voorkeur
geniet. 'n Aamiuuiinn in dié _verhand sal die van di

persone word aangemoedig om aansoek te doen.

Aansoeke mioet ingédien ‘word op Vorm Z.83, wat by enige Staatsdepartement verkrygbaar is, of
op die Interngt, by www.gav.za Alie atdelings van die Z.83 moet ingevui wordien dia aansoskvorm
moe? vergesel gaanivan ‘n omvattende CV (insluitende twee onlangsenseferente mel wie in
verbinding getree kan word) en OORSPRONKLIKE GEWAARMERKTE alskriffe van dne aansoeker
se 10-dokument en opvoedkundige kwailiikasie. Dil is kers se d om
baltelandse kwalifikasies voor dis i deur die Suid-Afri Kwalitikasi heid
{(SAKO) 1e Jaat evalueer. Persons wat om meer as een pos aansoek doen moet 'n aparte Vorm Z.83
(asook die dokumenis hierbo genosm) vir elke pos indien. indien 'n aansoeker 'n aansoek wil
onttrek, moet dit skriftefik gedoen word. Versuim om die vereiste dokumentasie in te dien, sal
aansoeke outomaties diskwalifiseer. Ransoeke per faks of e-pos word nie aanvaar nie. Die
Departement behou die reg voor om hegencemde pns(te) nie te vul nie.

Let wel: o Alle sal mogt n hul

voorlopig wees hangende die unsiag van die ‘ekerhelusklanng » Suksesvoile kamimate moet binne dne
maande na sy/haar
ALLE POSTE IS IN PRETORIA

Rig assehiief jou aansoek, mel van die ver en die naam van
hierdig aan: Dig Wi i van
Kuns en Kultwuy, Privaatsak X897, Preforia 0001. Aansoeke kan ook perhand by die Depariement
van Kuns en Kultuur, Kingsleysantrum, 2e Vloar, hoek vanKerk-en Beatrixstraal, Arkadia, Pretoria,

ingedian word
Stuitingsdatum: 20 Februarie 2008, b‘

Human Cormmunications 55077
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§3% arts and culture

Py Deparimwnt:
g Aris and Cotture
Nz  REPUBLIC OF SOUTH AFRICA

Applications arm invited from suitably qualified and experienced candidates 1o Till the following positions:
Chief Director: Arts and Culture in Social Cohesion

An aitinclusive remuneration package of R790 953 per annym, consisting of 2 basic satary (60% of the total
remuneration package), the State's Pension Fund {13% of basic
salary) and a fiexible partion that may be strucmred in terms of applicable rules and guidefines
{Ref. 69078/1}

Requirements: Aggicamts must be in gossession of: » A 3-year dpgrapriate degroa™Nanonal Diploma in Ads and Cultuve-related
Studies w Af feast 8 years' jence in the relevant fielde A qualification wilk be an addsd advantage. The
Iollgwing ave essealial requirements: ® Knowledge of and SkiB in applying mondoring and evatuation principles and peactices.
* Uptlated Inchnical knowleds ta effactively manage social cohsasion  Knowiedge of industry programme poiicies, procedures,
regutalivns and faws, inCluding the Public Finance Managesment Act {FFMA) « Skilfs in conducting quallty control raviews of avdit
work products ® Skilts in collecting and analysing compiex data, evaluating information and systams and dravdng logical conclusions
« Skitls in glanning, project manpgement and mainfaining compasure under pressere, whils meeting multiple deadtines « Negoitating
issues and problem-seiving skills « Skifls in effactive verbal and written commumication, including active stening and skills In

presenting findings and recommendations.

Key pariormasce arses: The successhl candidate wilt be responsibie for the following: « Promating sociaf cohesion and develaping
poticies, sirategles, programmes ang funding to enhance good Jovemante of aocess Ip institutions » Promoling ang rendefing
stritegic support To community arts centres aﬂd he -xoawa of mmwmlnq arts » Managing contributions to the Govaromen)
pragramme of action in respect of S0k

Enguiries: Mr M Siyea, ol, (012) 4413499,

ping

Chief Director: Co-ordination, Monitoring and
Good Governance

An all-inciusive remuneration package of R790 953 per annum, consnsung of a basic salary (60% of the total
remuneration package), the State's Pensioa Fund {13% of basic
salary) and a flexible portion lhatmaybesmm:ed in terms of applicable rules and guidelines {Ref 6078/2)

Requirsments: Applicants musl de it possession of: e A postgraduate degreesNational Digloma in Econdmics or equivalent
qualification in tha relevant field » A minimum of § yaars' experience in Senlor Management » Public Policy Managemant will badn
added aovaatage. The follawing are essential requirements: ¢ Understanding of monitaring and evaluation @ Understanding vt
Government's programme of action o of legislation o the i poficy tramewatk
= Understaning of pubiic sactar functions  Research skills ® Gond interpersonal skilis ® Project management Skiis » Strategic
‘managament s Analyticat skifis » Creative thisking « Computer proficient,

Ksy parformance aress The successful candidate will be responstble for the Tollowing: Ca-ordinsfiag, monitoricg nd evalaaling
Sciivities of the Depactmeat: » Establishing overal] measures tor the co-grcinatinn of the activities.of e Depantment and insitutions
16 ansura co-operative and integraled execution ol functions, prajects and indtiatives  Mondoring the performance of business units/
institulions to ensure compliancs with Strategic plans, business plans, mandgles and moitilaterst and dilsteral agreements
* Monitaring the applicatio of goott governance praclicas by business units and institutions 16 énsure good corporate management
ang compllance mn\ meseri;us . Ensunnq m; eﬂwmlmlemu utitigation M canditional gramts and transfers. mdsﬂng risk
ying " nsk ,, g risk mitigation i ng assistance/

i ping and strategias.

ing with is
Enguizies: Mr M Biyela, ted, (012) 441-3499.

Chief Director: Investing in Culture

An all-inclusive remuneration package of R790 953 per annum, cmsxsung of 2 basic salary (60% of the total
remuneration package), the State's o the Pension Fund {13% of basic
salary} and a flexible portion that may be structured in terms of applicable rules and guidelines
{Ref26907873)

Raqulrements: Applicants must de it possession ot oA J-year deges/Nalional Diploma in the celevat flsid « A seniof degree will ba
an added advantage » Expediance in working with the compiex SauthvAfrzan paverty landssage, supporing the broad imperatives of
Sovernmant and co-ordinate and integralg strategy issses between and within institutions. The following ara essential requirements:
* Co- mdmallan and m:rlmlng skills « An understanding of therasts, Guiture and harllage sector priorifias  Projects and programmse
g skills @ Gaod ion and skilis » Computer Bteracy » An understanding of
econamics of culture « Familiacity with arts, cutture and heritage conlibition 1o the Anifi-paverty Strategy » The atilityta cammunicate.
with pople from diverse backgrounds  Knowladge of Public Servica AcURagoktions and selevant prescripts ® Knowledgarand
nderstanding of the State information Technalogy Agency Act.
Koy periormance areas: The successhi candidate will be responsibl: for the following » Goveraing, prometing a0 co-ordinating
povedy aleviation shialegies and projects »  Conceplualisieg and Implementiog approved strategies and Initiatives for the
esiablistument of econemically vizble and creative industries in vonjunction with identified partners  Develaping, implemanting and
reviewing seclor-specific Expanded Public Works Programme (EPWP) stratagies and projects « ldantifying and suppanting the.
developatent of high-inpact jod creation areas in the sector » Praviding stralagic support to ansure that suppoded projects result in
viable Smalt Micro and Media Emerprises (SMME) « Partnerships sought hetwaan public and private sectar strengthened for scaled-
up sconomic impact by the sector » Managing sesources of the Chief Directorate.

Enguiries: MrM Biyela, tal, (Q12) 441-3499.

Chief Director; Arts, Culture and Creative Industries

An all-inclusive remuneration package of R790 4953 per annum, consisung of 3 basic salary 60% of the total
remuneration package), the State’s contril to the & Pension Fund (13% of basic
salary) and a flexible portion that may be structured in terms of applicable rules and guidelines
(Ref. 69078/4)

Requiremants: Applicants must be it possassian of: » A 3-year approgriate B dagrea/National Diploma in the felevant field's At Yeast 8
‘years® management expedience in creafivo Musms The faliowing ate escential requirements: » Good camémunication skills with

and i {9 the role 1at aits and culturs can
play in econamic and suml development » Problam-solving skms- Knowledge ol creative industiies e Broader

Director: Empowerment Initiatives and Project Planning

An allindusive remuneraticn package of R652 572 per annum, consisting of a basic salary (60% of the total
remuneration package), the State’s contribution to the Gavemment Employee Pension Fund {13% of basic salary)
and a flexible portion that may be structured in terms of applicable rutes and guidefines
{Ref. 62078/6)

Baquiromeots: Applicants must be i possession of: & A 3-year appropriate degree/Nalional Diplama in the relevant fieid o Praject
Management Certificate will be an 2dded advaniage o 5-8 years' refevant expesience in business concert development, feasbilty
Lesting, mam fesach, sustalmhﬂlr/ testing and project mmoemcm The !elhmm &rB essential requitaments: * Good project

and pi application of Expanded Pubiic Works Programme
(EPWP), lmzmm Sustainabia Rurzl Deveiopment Pmramme usam’) and umm Renswal Programmse. {URP), Ameuralai ad
ASGI-SA) principles in fuaded proj Wnity

:hﬂ: -Mamic:l and tregtive mmmc skills # Good communication and inlerpersonal sldlll « Polley formulation skills -Guufal
uragement shills » Knawiedge of nemml management of systems «vdopmem - qun-!ml computer Kteracy e A broader
t arts and Cutins sactor wi the poverty

Ktywﬁommmn:TMsxmmsiulmuwﬂlbems«blalarmmma of the programmes
* Empowerment opportunifias in the sactor « Estabiishing and manging tralning and m:rkm»o partoerships » Conteptilising
fvesting in Calture policies within broader DAC and Government policies » Managing human resource within provincial co-ordination.

‘Enquiries: Ms L van der Westhuizan.tel. {012} 441.3577.
Deputy Director: Capital Works
An all-inclusive salary package: R311 358 per annum (Ref. 69078/7)

Applicants must ba in possession of. # A 3-ysar Diplomd in Property ® A mirimum of 3
years' axpriente in property managemend and related anvironment. The falloviing are essential requirements: @ Knowledge and
wnderstanding of Government Immavabile Assets Management Act » Knowledge and understanding of the Occupational Health and
Sately Act » Knowiedge and understanding of the PFMA » Project managemant skils » Streng communicatian skills » Report-writing
¢kl » fiood interpersonal skills » Camputer fiteracy » The willingnass to travel axtensively « A valid driver's ficence.

Koy pertusmance areas: The succassful candidale will be responsible for the foliowing:  Supporting projects of capitat works
prograrme « Daveloping and maintaining Immovable Uses Assut Management Plan (LUAMP) and Jmmovabie Asset Register in tarms
of the Govemenent Immovable Asset Managemant Act {GIAMA) « implementing eifactive Systzms o monitor capital works, lease
syraements and municipal service charges for the Department and Public Entities » implemanting DAC Property Managerent oolvcy
« Co-ordinating Yaison with relevant staksholdars, such as Public Works, Public Elities, efc @ Facifitating the estaiishment and
capacitating of project sisering committees.

Enquities: Ms L van dor Wosthuizen, to. (012) 443-3577.

Deputy Director: Heritage Commemorations
An all-inclusive satary package: R311 358 per annum (Ref. 63078/8)

Paguiremanis: Appiicants must be in pessession fof: @ An appropriate hvee-year segme/diploma in Secial Sciences or Heritage-
tolated Studies The following are eeseniial requitements: & 3-8 years' ralavant knowledge of relevant policios and prescripts.
 Exparianice i the conceptualisalion and management ol aational avants and commemoratiotss wil be an advantage. The following
are exsential reguicoments; » Demanstrabia and advanced knawleoge and, undurs)andmg o gmm Tanagement ® Experiencs in the
development o1 strategy docaments ¢ Exgelient req: g and and
problent-solving skills ® Computer fiteracy.
Moy patformence sreas: The successiul candidale will be respansidig or the fotiowing:  Deveioping a national stratagy o
commermofations as 2 vehicle Ior sociat cohesion and nanm bulldidg @ Concepluatising, planning and managing lasgs-scae
such as Heritage Day and oty ping databasss relevant to the work of the section @ Liaising with relevant
stakehoiders, such as provincial auBhorities, municipaiiies, otc ® Macaging the Busiget of ihe section and supesvise staff.

Enquicie: Ms L van des Westhuizen,fel {012) 441-3577.

Deputy Director: Heritage Policy, Research and Legislation
An all-indusive salary packages: R311 358 per annum {Ref. 63078/10}

Requiraments: Applicants must be.in possession of Relevant 3-year Bachelor's degren in Sociat Sludies in B relavant fieid. The
tobowing are essential cequicsments: ®Good understandiag of intangible cutural heritage « Strong policy formutation and research
skifis o Excellert vardal 3nd written communication and lizison skills « Analyfcal and problern-soiving skills « tnderstanding of the
importance of tangible cultural heritage in Sacial cahesian and buliding a South Alrican national identify + Excellent interparsonal
skilis and ablity 10 work as gant of a dynamic team.

Koy perfarmance armas: The successtuf candidate will ba respansible for the fotlowing: @ Assisting.in thelimplementation of &
Tesearch and policy agenda for tha Heritage cmer wa:lome » Assisting. i the farmulation, implementation, monitoring and
evalyation of 2 nallonal paticy » Developing positan papers Liaising with hesitage incluging
cther Govamiment departments, stalutosy msmmions and civil secety.

Enquiries: Ms |, van der Westhuizen, tel. (012} 441-3577.

Assistant Director: Budget Planning and Expenditure Control

Salary: R192 540 per annum (Ref, 6978/11)
Requirements: Applicanis nwst be in nomssmn of: ® A 3year Bar)\elors
#2-3 jears’ experience in financial laws, requiations,
poficies, insructions and systems appiicable to ﬁnanml Mmlmslmmu and Management in {he Public Sarvice, such as the Public
Fnance Managsmen] Act; the Treasury. Reg\siations'and the Treasuey Guidetines @ (n-depth knowledge of the budget proceduces
» The ahility o gerform independeally and under Pressure » Good commuaication and inkerpersonal skills « Compuder lteracy
* Planning and organising skills e Problam-soiving skifls.
Key pariormance areas: The successlul candidate wik be usooasmle dos the fallowing cwmlmﬂny, pmnsslmunt capluring
Budget cycle {rosi-oversMTEF adjustmant of pationl g, compliing,
consafidating and evalualing inpuls from Programme Managers « Co-ardinating and seding up meetings. wm ling function managers.
 Praparing 2 sbission o tha DG, Minister, Daputy Ministes and National Treasury (NT) » Completing and subimitling datarase and
chapler to Nativnat Tredsury, Compiting sanua! financial statemenis: « Co-orginating, compiling and completing the AFS ith notes
and working papers. Comgiling finaneial reports 1o National Ynmrr-Cmnmimg the Early Warning Reponts (EWS) and dalahasa
10 tha National Treasury » Compiling expenditure reparts and ravising \ha pr ioputs for line_managers each mod
Capturing budiget an BAS: » Capluring hunnat mws o per ENE e Updating and monitoring BAS with any roll-overs. shifts, mmsm,
Act and Treasury Reguistions in the Departent asd Publie

Entitias to promate affactiva, efficient uad aconomic ludgating and expeaditurs sontrol and ragotting mechanisms and sysiems:
® Preparing earty waming to the selavant stak@hoiders ovadmg nrnnrmaunﬂ of axpenditure trends 1o pravent cverspending as well
s under-spending of the bucget.
Enquirissc MrJ Matlala, tel. {§12) 441-3648.

Personal Assistant: Chief Operating Officer

Salary: R192 540 per annum (Ref. 69078/12)

Reguiremenis: Applicants must be in possession of: » An appropriate thrae-year Diploma in 3 years'
mmnw in gificeadministration and secratarial. duties. The fnllnwmg are usmua! requiremants: » An urderstanding of financial

Diglomafia

of
pollcxes in national wu intemational tontext » Good neoonamn and interpersonal skilfs » Computer lifesacy » Project management
abiities

o
Koy performance areas: The successhil candidats will be ¢esponsibie or the falfowing » Conducting reseacch, deveioping golicies
and strategies in suppont of the development of arts, culture and Creative industries e Suppurting the devefopment and promation of
arts and culture and creative industries.
Enquiries: Mr M Bivela, tel, (012) 441-3409,

Chief Director: H R e Manag

An all-inclusive remuneration package of R790 953 per annum, cons(st!ng of a basic salary (60% of the total
remuneration package), the State's contil tothe Pension Fund (13% af basic
salary) and  fiexible portion that may be terms of applicable rules and guidelines (Ref, 69078/5)

Requiremanis: Applicomts must be in possassion of: « & National Diploma dr a postgraduate qualification In Human Resource
Manayement » A minimum of 3 years' experience at Human Resource Managerial jevel » A postgraduate qualification in HAM or an
equwalsm qualitication. The foliowing are essential requirements: e In-degih knowiedge of HRM, including research, pianning,
training and and empioyee relations ® Broad knowledge and

ol shills,

Kay periormancs arees: Tho secoessiul candidata wilt be responsible for the following e Devsloping 3 peopla strategy and
implemantation plan @ Managing the entire human resource function ® Ensuting an alignad and etfectiva perfommance managemart
system in terms o standargs of parlocmance, periodic reparting and human resourcs development ¢ Ensuring that reliable
management mﬁxmahm i pmded oedodxmny lur lime«y decision suppant ® Implmmunu Iranstormation and Batho Pele strategy
for d appropriate LR and maintaining
ang devsloging malmlp! with Umans ml omor loie-p(am * £nsuring the develnpment ang implementation ot Training and
Management Develdpment. Programmes to 2ngure the provisian of relevan! skils for the organisation 1o achievs its abjectives
* Ensuring the provision of HR support sarvices b operational staff in line with businass requiremants and deparimental strategy
@ Supporting Sound employes redations and mianaging empioyee health and weilnass programmes.

Enquiries: Ms L van der Westhuizan, toh, (012) 441-3577.

procadures in «An procedaras and processes o Planniag and
muanma sklllsﬂ’romemsuMng skills » Bood commumication al\d interpersanal skills  Advances txumpule: Dumcy in 2k the
packages of the rola of arts and cuh imperatives.

Xey pestormancs arees: The successful candigate will be resporsitle for the following e Lo-oatinating and monilesing all
administrativa_sevicas and the. workllow  Recording and monitoring Branch fnances and report back fo the COO such as
eniartanmem mpentiture » Lialsing with key stakehoiders, business and the public withia the oftice of the COO » Handling ihe
Public Relations within the office » Providing logistical amangerant for the £00,

Entuiries: Mr § Matia’s, tel. (012) 441-3548.

The Departmont ol Arts and Cultors is 65 equal epportunily affirmative action employer and it Is the istentlon Lo prumote
reprasantivity io e Public Sectar through tha filling of these posts. Porsons whasa transfar/prometion/appointment will promate
reprasuntivity will theresore rceive prefarence. An indicalion (n this regard witl expedtls the processing of applications. People
with disabilities are susouragad to apply.

Applications must be suamitted on Ferm 283, obfajnalie from any Governmend dspartment or onfine at wiww.00v.za Pleass nate:
Faitgre to submit e tequired documentatinn will automatically disqualify applications. ALL sections of the 283 form must be
completed and signed and the application form shouid ba accompanied by a comprehansive CV (including two recent and contaciahle
reteraes) and 0rigind) cenified copies of the applicant’s [0 and aducalional qualifications. It s the applicant’s respanslbility to have
loveign qualifications eraluated by the South African Qualilicatian Authority (SAUA) prior to the sefection procass. Appiicants
appiying for more han oive post must Submit 3 sepacate ZB3 Tarm {35 well as the documentation mantioned above) in respect of sach
Ppost baing applied for. I( an applicant wishes to wilbdraw an applcatian, it musl be dore in writing. No faxes of e-mails will be
atcapted. The Depadmen? reserves tha right not to fl the above-mentioned gosts.

PLEASE HOTE: ® Applicants must note that furtiier checks wili be conCucted once thay are short-listed and that their apgointment is
subject to positive outcome of these checks, which includa security clearances and vetting, qualifications and employmen history
vayification, identity and ceiminal records ® Successful cangicates wili ge raquired to sign a performacce agresmeal within three
manths of assursplion of duty.

ALL POSITIONS ARE BASED iN PRETORIA.

Pisase forward your applicstion, guobng the refovant reizrence aumber end tha name of this pubiication, 1o: The Director:
Human Resource B3nagament, Department of Arts aug Culture, Private Bag X397, Protoda GUG1. Appilcations taa sise ba dend-
delivared ol the Deparimant of Arts and Cultar, 20d Floor, Kingsley Centra, car Church and Beatrix Strusts, Areadia,

CLUSING DATE: 10 Septermber 2010.

Pretoria. .
s Cormaioasons SO075




ANNEXURE B
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention
fo promote representatively in the Public Sector through the filling of this posts. Person whose transfer/
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 20/05
SALARY

CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

POST 20/06

SALARY
CENTRE

regard will expedite the processing of applications.

Please forward your application, quoting the relevant reference and the name of
this publication to: The Director: Human Resource Management, Department of
Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can also be
hand delivered to the Department of Arts and Culture, Kingsley Centre, 2™ floor,
Cnr Church and Beatrix Streets, Arcadia, Pretoria.

31 May 2011

Applications are hereby invited from suitably and qualified person to apply for the
following _postss#Applications must ‘be submitted on Form Z83, obtainable from
any.Government department or onlinesat www.gov.za. All sections of the Z83
must be lcompleted and signed'and theiapplication form should be accompanied
by ascomprehensive CV (including two recent,and contactable referees) and
Original Certified Copies of the applicant's 1D and educational qualifications. ltis
the applicant’s responsibility to have foreign qualifications evaluated by the South
African Qualification Authority (SAQA) prior to theiselection process. 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. If an
applicant wishes to withdrawsian application it must be done in writing. Failure to
submit the required documentation will automatically disqualify applications. No
faxes or e=mails will be accepted. The Department reservésithe right not to fill
the/above-mentioned post{s). PLEASE NOTE: Applicants must note that further
checks will be conducted once they,are shortlisted and that theif appointment is
subject to positive cutcomie of these checks, which include security clearances
and vetting, qualifications and employment history verification, identity and
criminal records .Successful candidates will be required to sign a performance
agreement within three (3) months of assumption of duty.

OTHER POSTS
INTERNAL AUDITOR REF: 11/003

R140 208 per annum

Pretoria

Applicants must be in possession of a BComm Degree or National Diploma in
Internal 'Audit, Accounting or equivalent qualification. At least 1 — 2 years’ of
relevant experience in internal Audit e studying towards a certified Internaj
Auditor (CIA) will be an added advantage. _The following are essential
requirements: e Extensive knowledge of standards for the Professional Practice
of Internal Auditors (SPPIA), PEMA and Treasury Regulations e Detailed
knowledge of software packages such as MS Word, Excel, PowerPoint, Visio,
Outlook,/ Teammate, ACL e Good communication, planning, organizing and
time management skilis” e Applicants must be innovative thinkers and have the
ability to work under pressure.

Key Performance Areas: The appointee will be responsible for the following: e
Plan audits ® Perform audits as per the approved plan, budget and standards e
Liaise with relevant stakeholders about audit results s Provide advice on audit
related matter e Assist in the administration of internal audit activities.

Ms P Mulaudzi, Tel.: {012) 441-3716.

SENIOR SECRETARY 4POSTS

R140 208 per annum

Pretoria

Directorate: Living Heritage: Ref: 11/004
Directorate: Monitoring And Evaluation Ref: 11/005
Directorate: National Language Service Ref: 11/006

6




REQUIREMENTS

DUTIES

ENQUIRIES

POST 20/07

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

POST 20/08

SALARY
CENTRE
REQUIREMENTS

DUTIES

Directorate: International Relations Ref: 11/007

Applicants must be in possession of a Senior Cerdificate and a secretarial
qualification with proven Typing skills. The following are essential requirements:
e Good knowledge of the MS Office package e Practical experience in using e-
mail, calendar and contacts database e 2 — 5 years’ secretarial experience
Sound verbal and written communication skills e Strong office and telephone
etiquette e Knowledge and experience in document tracking, photocopying,
faxing and filing e Practical experience in administrative processes and
procedures including conferences, meetings, diary management, travel
arrangements and processing of claims. .

Key Performance Areas: The appointee will be responsible for the following: »
Provide full secretarial and administrative support to the Head of the Chief
Directorate / Directorate e Handling telephone and written enquiries e Diary
management — hard copy as well as electronically » Travel and accommodation
arrangements e Processing subsistence and travel claims & Photocopying and
faxing e Preparation of submijssions e Typing and preparing presentations e
Organizing and managing logisticsafor workshops, seminars and meetings e
Maintain office, filing and administrative responsibilities » Taking minutes during
meetings as required & The incumbent must be willing to work extended hours
and io travel when the need arises.

Ms P Mulaudzi, tel. (012) 441-3716.

HUMAN RESQURCE PRACTITIONER: RECRUITMENT AND SELECTION
REF: 11/010

R140 208 per annum

Pretoria

Applicants must _be in possession of e A three-year tertiary qualification in
Human/ Resource Management / Administration / Development or Public
Management ¢ Knowledge of Recruitment and Selection processes ¢ 1 -2
year's relevant experience. [The following are essential reguirements: e
Knowledge of the Public Service Act, the Public Service Regulations and other
Human Resources regulatory frameworks e Basic knowledge of PERSAL e
Gpodjinterpersonal, liaison and communication skills (written and verbal) e The
ability:to interpret and,apply directives e Ability to work under pressure and
display initiative @ Computer literacy e Problem solving skilisge. Planning and
organising skills e Client orientation.

Key Performance Areas: The appointee will be responsible for the following: e
Recruitment and selection whichentails the following: e Response handling on
advertised posts e Sourcing of applications for temporary appointments s
Facilitate/ the personnel suitability checking e Rendering offadvisory services
during interviews e Accurate minute taking during meetings e Drafting of
submissions e  Capturing | of necessary ftransactions on PERSAL e
Implementation of best practice in relation to recruitment and selection e
Respond to telephone enquiries regarding the advértised posts.

Ms Zandile Maloka, tel. (012) 441-3730.

HUMAN RESOURCE "PRACTITIONER: PERFORMANCE MANAGEMENT
REF: 111011

R140 208 perannum

Pretoria

Applicants must be in possession of a three-year degree / Nationai Diploma in
Human Resource Management. & 1 — 2 year's relevant experience in this field.
The following are essential requirements: e Knowledge of Public Service Act,
Public Service regulations and guidelines for performance management and
development in public service e Experience in the implementation of
performance management in the Public Service & Good communication skills
(verbal and written) e Computer literacy e Good planning and organizing skills
e knowledge of PERSAL e Report writing skills. ®Presentation and research
skillse Ability to work under pressure.

Key Performance Areas: The appointee will be responsible for the following: e
Provide support towards the implementation of PMDS in the Departments

7




ENQUIRIES
POST 20/09

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES
NOTE

POST 20/10

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES
NOTE

POST 20/11

SALARY
CENTRE

Ensure compliance with PMDS in the Department e Assist employees with the
development of work plans and signing of the performance agreementse
Coordinate and ensure timeously submission of employee's performance
agreements and annual performance assessmentse Organize the PMDS briefing
sessionsfworkshops e Coordinate the logistics for the moderation committee
meetings » Provide advice to employees on all matters related to PMDS e
Monitor the submission of employee’s quarterly probation reportse Maintain the
PMDS databasee _Ensure proper recording and filing of performance
agreements of all DAC officials ¢ Perform general administrative functions of the
unit.

Ms Nomtha Ngcama, tel. (012) 441-3430.

NETWORK CONTROLLER: IT OPERATIONS & MAINTENANCE REF: 11/008

R140 208 per annum

Pretoria

Applicants must be in possession of a three year Degree / National Diploma in
Information Technology or relevant qualification A+ or N+ coupled with MCSE
qualification e At least 1 — 2 years' relevant experience in an ICT environment.
The following are essential requirements:’s Communication and interpersonal
skills « Knowledge of various operating systems.e.gaLinux, Windows, Mac OS
as well as a basic understanding of office productivity software’s such as Word
Processing, spreadsheets, presentations, e-mail and calendar ¢ Knowledge
and understanding of IT policies and procedures e Bgoblem solving skills.

Key Performance Areas: The appointee will be responsible for the following: e
Desktop and LAN support e Maintenance of iT inventory and asset register »
Facilitate IT procurement e | Assist users with IT traininggsin'general s The
incumbent wilkalsobe responsible for ICT Projects.

Ms Nomtha Ngcama, tel. (012) 441-3430.

Shortilisted applicants will undergoia competency test.

HUMAN RESOURCE CLERK: RECRUITMENT AND SELECTION.REF: 11/009
Chief Directorate: HRM

R94 575 per annum

Pretoria

Applicants must be in possession of s A Senior Certificate plus a mihimum of 1
— 2'year's experience in the field of HR e Studying towards a three-year
qualifieation” in* Human.  Resource Management / Developmént or Public
Administration wouid be an added advantage e Proven typing proficiency. The
following ‘are essential requirements: e Good organizing and'planning skilis e
Ability to understand and interpret data (information in Curriculum Vita's) to
produce concise documents | e |Good communication and interpersonal skills e
Accuracy, reliability and attention to details e Ability to meet deadlines and work
under pressure o Knowledge of Recruitment and Selection process and
procedure.

Key Performance Areas: The appointee will be responsible for the following:
Perform all activities in Response Handling including collection of applications,
pre-screening and capturing of applications according to the pre-defined criteria
* Typing and sending of acknowledgement letters for all applications received e
Typing and sending of regret letters for all application after the process of filling
the post is finalized e Interview logistical arrangement such as transport
arrangements for candidates and panel members, preparation of Interview
documents, issuing transport claims forms to candidates e Processing of
transport claims ¢ Respond to queries regarding the advertised position.

Ms Zandile Maloka, tel. (012) 441-3730.

Short-listed applicants will be subjected to a typing test.

SENIOR ACCOUNTING CLERK: BOOKKEEPING REF: 11/012
Division: Financial Adminisiration

R94 575 per annum
Pretoria




REQUIREMENTS

ENQUIRIES
POST 20/12

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENGUIRIES
POST 20/13

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES

POST 20/14

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES
NOTE

Applicants must be in possession of a Matric Certificate with Accounting » At
least 1 year experience in this field. The following are essential requirements: o
Good communication skills  Knowledge of bookkeeping and reconciliation e
Knowledge of treasury regulations (PFMA, SCOA, etc.) e Computer literacy
(BAS, PERSAL, MS Office and Safety Web).

Key Performance Areas: The appointee will be responsible for the following:
Capturing entities, sundry payments and journals on BAS system sPerform
cashier duties s Clearing of suspense accounts to foreign payments and
reconcile the GG Transport ¢Verify entities and release payments on Safety Web
o Fund requisition and telegraphic transfers.

Ms Hannelie Kotze, tel. (012) 441-3688.

SENIOR ACCOUNTING CLERK: INTERNAL CONTROL REF: 11/013

R94 575 per annum

Pretoria

Applicants must be in possession of a Matric certificate with Accounting » At
least 1 year experience in this field. The following are essential requirements: o
Good, communication skills e Knowledge  of payroll administration and
reconcifiation » Knowledge of treasury regulations (PFMA, SCOA, etc.) e
Computer literacy (BAS, PERSAL and MS Office).

Key Performance Areas: The appointee will be responsible for the following: e
Capture journals and payments on BAS  Compile payment advice and capture
maintenance forms on BAS e Control, file and retrieveipayment batches.

Ms Hanrielie Kotze, tel. (012),441-3688.

ASSISTANT ARCHIVIST: PHOTOGRAPHY SECTION REF:11/014
Chief Directorate: National Archives

R84 575 per annum

Pretoria

Applicants must be in possession of a Grade 12 or equivalent qualification. At
least 2 years relevant experience in this field. e Qualification in_Information
ManagementrorsArchival/Photographic field will be an added advantage eThe
following are essentialirequirements: i@ Knowledge of microfilmiand photograph
collection & Good communication.and interpersonal skills ¢ Computer literacy o
Accuracy and neatness is a must e Ability to work under pressure

Key Perfarmance Areas: The appointee will be responsible for.the following: e
Digitization of ‘photographs.e.Stére and retrieve photographs.and microfiims e
Data coding'records ¢ Auditing e Provide assistance to researchers o Perform
general administrative functions of the unit

Ms P Mulaudzi , Tel.: (012) 441-3716.

PRINCIPAL FOREMAN REF: 11/015
Bivision: Office Services

R84 575 pefannum

Pretoria

Applicants ymust be inupossession of .a grade 12 certificate or equivalent
qualification.'s Valid driver's license (Code 8) e At least 5§ years relevant
experience. The following are essential requirements: e Good communication
skills e General knowledge of wood, metal, painting and basic electrical repairing
« Problem solving skills « Computer literacy.

Key Performance Areas: The appointee will be responsible for the following:
Maintenance of office building e Maintenance of office equipment and fumiture e
Hang pictures, portraits and white boards in the offices and passages of the
Department o Purchase of office materials as required from time to time.

Ms Refilwe Silinza, tel. (012) 441-3598.

Please Take Note: Short-listed applicants will be subjected to a practical test




POST 20/15

SALARY
CENTRE
REQUIREMENTS

DUTIES

Enquiries

SENIOR REGISTRY CLERK: REF: 11/002
Chief Directorate: Human Resource Management

R79 104 per annum

Pretoria

Applicants must be in possession of a Grade 12 or equivalent qualification. At
least 1 year relevant experience. The following are essential requirements:
Knowledge and experience of information and records management in a Human
Resources environment ¢ Knowledge of registry procedures and processes e
Good organizing and interpersonal relations ¢ Must be computer literate.

Key Performance Areas: The appointee will be responsible for the following: e
Update record iracing system e Collect, receive, sort and file documents e
Filing and maintenance of a filing system e Opening, closing, repairing and
replacing of fles e Control access to files e Search for and retrieve files o
Auditing of HR records ® Compile and duplicate HR records e Identify and
dispose records, ssPerform other HRirelated activities '
Ms Refilwe Silinza, Tel.: (012) 441-8598.
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arts and culture

Department:
Arts and Culture
REPUBLIC OF SOUTH AFRICA

DEPARTMENT OF ARTS AND CULTURE

Applications are hereby invited from internal suitable candidates to fill the following positions:

SENIOR REGISTRY CLERK:
CHIEF DIRECTORATE:
HUMAN RESOURCE MANAGEMENT
Salary: R79,104 per annum (REF: 11/002)
PRETORIA

Requirements®™ Applicants must be in possession of a Grade 12 or equivalent qualification. At
least 1 year relevant experience. ~The following are essential requirements: ze.Knowledge and
experience of information and records management in @ Human Resources environment

e Knowledge of registry procedures and processes e Good organizing and interpersonal relations
¢ Must be computer literate.

Key Performance Areas: The appointee will be responsible for the following: e Update record
tracing system e Collect, receive, sort and file documents e Filing and maintenance of a filing
system e Opening, closing, repairing and replacing of files .® Control access to files e Search
for and retrieve files ¢ Auditing of HR records e 'Compile and duplicate HR records e Identify
and dispose records e Perform other HR related activities

Enquiries:  Ms Refilwe Silinza, Tel.: (012) 441-3598.




INTERNAL AUDITOR
Salary: R140 208 per annum (REF: 11/003)
PRETORIA

Requirements: Applicants must be in possession of a Bcomm Degree or National Diploma in
Internal Audit, Accounting or equivalent qualification./ At least.1 ~ 2 years’ of relevant experience in
Internal Audit e studying towards.a certified Internal Auditor (ClA) will be an added advantage.
The following are essential requirements: e Extensive knowledge of standards for the
Professional Practice of Internal Auditors (SPPIA), PFMA and Treasury Regulations e Detailed
knowledge of software packages such as MS Word, Excel, PowerPoint, Visio, Outlook, Teammate,
ACL e Goodiscommunication, planning, organizing and time managementyskills e Applicants

\

must be innovative'thinkers and have'the ability to work under pressuré’

Key Performance Areas: The appointee will be responsible for the following: "e Plan audits e
Perform audits as per the approved.plan, budget.and standards e Liaise with relevant stakeholders
about audit results e Provide ‘advice on audit related matter e Assist in the administration of

internal audit activities.

Enquiries: Ms P Mulaudzi, Tel.: (012) 441-3716.




SENIOR SECRETARY (4POSTS)
Salary: R140 208 per annum
PRETORIA
(DIRECTORATE: LIVING HERITAGE) (REF: 11/004)
(DIRECTORATE: MONITORING AND EVALUATION) (REF: 11/005)
(DIRECTORATE: NATIONAL LANGUAGE SERVICE) (REF: 11/006)
(DIRECTORATE: INTERNATIONAL RELATIONS) (REF: 11/007)

Requirements: Applicants must be in possession of a Senior Certificate and a secretarial
qualification with proven Typing skills. The following are essentialrequirements: e Good
knowledge of thesMS Office package e Practical experience in using e-mail, calendar and
contacts database™ e 2 — 5 years’ secretarial expericnce e Sound verbal and written
communication:skills e Strong office and telephone etiquette e Knowledge and experience in
document tracking, photocopying, faxing and filing j® Practical experience in administrative
processes and_. procedures including..conferences, meetings, diary managément, travel
- arrangements and processingiof claims.

Key Performance Areas: The appointee will be“respansible for the following: e Provide full
secretarial and administrative support to the Head of the Chief Directorate / Directorate e
Handling telephone and written enquiries e Diary! management — hard copy as well as
electronically e Travel and aceommodation arrangements e Processing subsistence and travel
claims e Photocopying and faxing e Preparation of submissions e Typing and preparing
presentations e Organizing and managing logistics for workshops, seminars and meetings e
Maintain office, filing and administrative responsibilities e Taking minutes during meetings as
required e The incumbent must be willing to work extended hours and to travel when the need

arises.

Enquiries:  Ms P Mulaudzi, tel. (012) 441-3716.




NETWORK CONTROLLER: IT OPERATIONS
& MAINTENANCE
Salary: R140 208 per annum (REF: 11/008)
PRETORIA

Requirements; Applicants must besin possession of a three year Degree / National Diploma in
Information Technology or relevant qualification A+ or N+ coupled with MCSE qualification e At
least 1 — 2 years’ relevant-experience in an ICT environment... The following are essential
requirements: e Communication and interpersonal skills e Knowledge. of various operating
systems e.g. Linux, Windows, Mac /OS as well as_a basic understanding of office productivity
software’s such as Word Processing, spreadsheets, presentations, e-mailsand calendar e

Knowledge and'understanding of IT policies and procedures: e Problem solving skills.

Key Performance Areas: The appointee will be responsible for the following: “e Desktop and
LAN support ‘e_ Maintenance .of [T-inventory.and asset register e Facilitate IT procurement e
Assist users with’|T training in'general @ The incumbent will also be responsible for'ICT Projects.

NOTE: Short-listed applicants will undergo a competency test.

Enquiries: Ms Nomtha Ngcama, tel. (012) 441-3430.




HUMAN RESOURCE CLERK:
RECRUITMENT AND SELECTION
CHIEF DIRECTORATE: HRM
Salary: R94 575 per annum (REF: 11/009)
PRETORIA

Requirements: Applicants mustbe’in possession of e A Senior/Certificate plus a minimum of 1 —
2 year’s experience in.thefield of HR e Studying towards a three-year-qualification in Human
Resource Management'/‘Development or Public Administration would be'an"added advantage e
Proven typing proficiency. The fdllowing are essential_requirements: e Good organizing and
planning skills e Ability to understand,and_interpret data,(information in Curriculum Vita's) to
produce concise documents e Good communication and interpersonal skills. e Accuracy,
reliability and atiention to details e Ability to meet deadlines and work under pressure e
Knowledge of Recruitment and Selection process and‘procedure.

Key Performance Areas: The appointee will be responsible for the followingm=e Perform all
activities in Response Handling including collectionsof-applications, pre-screening and caApturing of
applications according to the pre-defined criteria o' Typing and sending of ‘acknowledgement
letters for all applications received e Typing and sending of regret letters for all application after
the process of filling the post issfinalized e Interview logistical arrangement such as transport
arrangements for candidates) and “panelymembers, preparation of Interview documents, issuing
transport claims forms to candidates /e, Processing of transport claims e Respond to queries

regarding the advertised position.
NOTE: Short-listed applicants will be subjected to a typing test.

Enquiries:  Ms Zandile Maloka, tel. (012) 441-3730.




HUMAN RESOURCE PRACTITIONER:
RECRUITMENT AND SELECTION
Salary: R140 208 per annum (REF: 11/010)
PRETORIA

Requirements: Applicants must_be"in possession of /e A three-year tertiary qualification in
Human Resource Management./" Administration / Development _or Public Management e
Knowledge of Recruitment and Selection processes o 1 — 2 year's.relevant experience. The
following are essentialirequirements: e Knowledge of the Public Service Act, the Public Service
Regulations and other Human Resources regulatory frameworks e Basic knowledge of PERSAL
e Good interpersonal, liaison and communication skills (written and verbal)s, ¢ The ability to
interpret and apply directives e Ability to work under pressure and.display initiative e Computer

literacy @ Problem solving skills @ Planning and“organizing skills e Client orientation.

Key Performance Areas: The/appointee will be responsible for the following: ,e_Recruitment and
selection which entails the following: '@ Response handling on advertised posts’ e Sourcing of
applications for temporary appointments e Facilitate the personnel suitability checking e
Rendering of advisory services 'during interviews e/ Accurate minute taking during meetings e
Drafting of submissions e Capturing'of necessary transactions on PERSAL e Implementation of
best practice in relation to recruitment and selection e 'Respond to telephone enquiries regarding

the advertised posts.

Enquiries: Ms Zandile Maloka, tel. (012) 441-3730.




HUMAN RESGURCE PRACTITIONER:
PERFORMANCE MANAGEMENT
Salary: R140 208 per annum (REF: 11/011)
PRETORIA

Requirements: Applicants must.be in-possession of a threesyear degree / National Diploma in
Human Resource Management. #1'— 2 year's relevant experience insthis field. The following are
essential requirements:, ‘e, Knowledge of Public Service Act, Public’'Service regulations and
guidelines for performance management and development in public servicese Experience in the
implementation of performance management in the Public Service e Good communication skills
(verbal and written) e Computer literacy e Good planning and organizing skills; e knowledge of
PERSAL e ‘Report writing skills./ ePresentation and researchiskillse Ability*to work under
pressure.

Key Performance Areas: The appointee will be responsible for the following: e.Provide support
towards the implementation of PMDS;in the Departmente Ensure compliance.with PMDS in the
Department e Assist employees with' the development of work plans ‘and signing of the
performance agreementse Coordinate and ensure| timeously submission of employee’s
performance agreements and annual performance assessmentse Organize the PMDS briefing
sessions/workshops e Coordinate ‘the dogistics for the moderation committee meetings o Provide
advice to employees on all matters related to PMDS e Monitor the submission of employee’s
quarterly probation reportse Maintain the'PMDS «databases .Ensure proper recording and filing of
performance agreements of all DAC officials e Perform general administrative functions of the unit.

Enquiries: Ms Nomtha Ngcama, tel. (012) 441-3430.




SENIOR ACCOUNTING CLERK:
BOOKKEEPING
DIVISION: FINANCIAL ADMINISTRATION
Salary: R94 575 per annum (REF: 11/012)
PRETORIA

Requirements: Applicantsimust be in possession of a Matric*Certificate with Accounting e At least
1 year experience in this field. The following are essential requirements:, » Good communication
skills @ Knowledge of bookkeeping and reconciliation e Knowledge of treasury regulations (PFMA,
SCOA, etc.) e Computer literacy (BAS, PERSAL, MS,Office and Safety Web).

Key Performance Areas: The appointee will be_ responsible for the following: e Capturing
entities, sundry-payments and joufnals on BAS system ePerform cashier duties e Clearing of
suspense acgounts to foreign payments and reconcile the GG Transport eVerify entities and

release payments on Safety Web ¢"Fund requisition.and telegraphic transfers.

Enquiries:  Ms Hannelie Kotze; tel:.(012) 441-3688.




SENIOR ACCOUNTING CLERK:
INTERNAL CONTROL
Salary: R94 575 per annum (REF: 11/013)
PRETORIA

Requirements: Applicants must besin possession of a Matrigreertificate with Accounting o At least
1 year experience in this.field. “The‘following are essential requirements: ® Good communication
skills @ Knowledge of payroll administration and reconciliation e Knowledge of treasury regulations
(PFMA, SCOA, etc.) eComputer literacy (BAS, PERSAL and MS Office).

Key Performance Areas: The appointee will be responsible for the followingi™e Capture journals
and payments ‘'on"BAS e Compile payment advice and capture’maintenanceaforms on BAS e

Control, file and.retrieve payment batches.

Enquiries: = Ms,Hannelie Kotze, tel:(012) 441-3688.




ASSISTANT ARCHIVIST: PHOTOGRAPHY SECTION
CHIEF DIRECTORATE:
NATIONAL ARCHIVES
Salary: R94 575 per annum (REF: 11/014)
PRETORIA

Requirements: Applicants must be in pessession of.a Grade 12 or equivalent qualification. At
least 2 years relevant experience in_this field. e“Qualification’in Information Management or
Archival/Photographic field'will be an added advantage ¢The following are essential requirements:
o Knowledge of micréfilm and photograph collection » Good communication and interpersonal

skills « Computer literacy e Accuracy and neatness is a must e Ability to;swork under pressure
Key Performance*Areas: The appointee will be responsible for the following:! e Digitization of
photographs e:Store and retrieve photographs and microfilms e Data coding records » Auditing

e Provide assistance to researchers o Perform general administrative functions of the unit

Enquiries: [Ms P Mulaudzi Tel.: (012) 441-3716.




PRINCIPAL FOREMAN
DIVISION: OFFICE SERVICES
Salary: R94 575 per annum (REF: 11/015)
PRETORIA

Requirements: Applicants mustsbe..in ‘possession of argrade 12 certificate or equivalent
qualification e Valid driver's license«(Code 8) e At least 5 years relevant experience. The following
are essential requirements;. ¢ Good communication skills e General knowledge of wood, metal,
painting and basic electrical repairing e Problem solving skills ¢ Computer.literacy.

Key Performance Areas: The appointee will be responsible for the following®. ¢ Maintenance of
office building e Maintenance of office equipment and furniture e Hang pictures,.portraits and white
boards in the offices and passages of the Department e Purchase of office matérials as required
from time to time.

PLEASE TAKENOTE: Short-listed applicants will be subjected to a practical test

Enquiries:  Ms Refilwe Silinza, tel. (012) 441-3598.




The Department of Arts and Culture is an equal opportunity affirmative action employer and
it is the intention to promote representatively in the Public Sector through the filling of this
posts. Person whose transfer / promotion / appointment will promote representatively will
therefore receive preference. An indication in this regard will expedite the processing of

applications.

APPLICATIONS

CLOSING DATE

NOTE

PLEASE NOTE

Please forward you application, quoting the relevant reference and the
name of this publication to: The Directorr Human Resource
Management, Department of Ars and Culture, Private Bag X897,
Pretoria, 0001. Applications can also be hand delivered to the
Department of Arts and Culture, Kingsley Centre, 2™ floor, Cnr Church
and Beatrix Streets, Arcadia, Pretoria.

31 May 2014

Applications “must be submittedion Ferm Z83, obtainable from any
Government department or online at www.gov.za. All sections of the
Z83 must be completed and signed and the application form should be
accompanied by a comprehensive CV (including two recent and
contactable referees) and Qriginal Certified Copies.of.the applicant’s ID
and educational qualifications. It'is the applicant’s responsibility to have
foreign qualifications evaluated by the South African Qualification
Authority (SAQA) prior to the selection process. 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. If an'applicant wishes to withdraw an applicationtit must be done in
writing. - Failure to submit the ‘required documentation will automatically
disqualify applications. No faxes or e-mails will be accepted. The
Department reserves the right not to fill the above-mentioned post(s).
Applicénts must note that further checks will be conducted once they are
shortlisted and that their appointment is subject to positive outcome of
these cheeks, which | include “security clearances and vetting,
qualifications and employment history verification, identity and criminal
records .Successful candidates will be required to sign a performance

agreement within three (3) months of assumption of duty.
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ANNEXURE B
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to
promote representatively in the Public Sector through the filling of this post. Person whose transfer / promotion /
appointment will promote representatively will therefore recelve preference. An indication in this regard will

APPLICATIONS

CLOSING DATE
NOTE

POST 18/04

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

expedite the processing of applications.

Please forward you application, quoting the relevant reference and the name of this
publication to: The Acting Director: Human Resource Management, Department of
Aris and Culture, Private Bag X897, Pretoria, 0001. Appilications can also be hand
delivered to the Department of Arts and Culture, Kingsley Centre, 2™ floor, Cnr Church
and Beatrix Streets, Arcadia, Pretoria.

20 May 2011

Applications are hereby invited from suitably and qualified person to apply for the
following post. Applications must bessubmitted on Form 283, obtainable from any
Government department or online at'www.gov.za. All sections of the Z83 must be
completed jand  signed and 'the| application,form should be accompanied by a
comprehensive CV (including two recent!and” contactable referees) and Original
Cerlified Copies of the applicant’s ID and .educational qualifications. 1t is the
applicant’s responsibility to have foreign qualifications evaluated by the South African
Qualification Authority (SAQA) prior to the selection process. 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. If an applicant wishes to
withdraw, an application it must be done in writing. Failure to submit the required
documentation will automatically disqualify applications. No faxes or e-mails will be
accepted. The Department reserves the right not to fill the above-mentioned post(s).

OTHER POST

ASSISTANT DIRECTOR: BUDGET PLANNING REF NO: 11/001

R 206 €82 per annum

Pretaria

sApplicants must be in possession of an'3-year Degree / National' Diploma in Finance /
Accounting lor relevant qualificationywith 3 years experience in'‘budget The following
are essential requirements: eThorough knowledge of laws,regulations, policies,
instructions ‘and systems applicable to Financial Management inpthe Public Service
such as Public Finance Management Act, the Treasury Regulations and the Treasury
Guidelines lsin-depth knowiedge of the budget procedures; sAbility to perform
independently and under pressure eGood communication and interpersonal relations
+«Computer literate sPlanning and ordganising skills sProblem solving skills e
Co-ordinate, process and capture’ budget cycle (Roll-overs / MTEF  Adjustment
Estimates / Estimates of National Expenditure / Drawings): »Co-ordinate, compile,
consolidate and evaluate inputs from programme managers oCo-ordinate and set up
meetings with_line function managers ePrepare a submission to the DG, Minister,
Deputy Minister and Natiohal Treasury. (NT) eComplete and submit database and
chapter to/National Treasury. Compile annual financial statements: eCo-ordinate,
compilerand the completion of the AFS with notes and working papers. Compile
financial reports'to NationaliTreasury: «Compile the Early Warning Reports (EWS) and
database to the National Treasury eCompile expenditure reporis and revise the
projections and inputs for line managers each month. Capture budget on BAS:
oCapture budget inputs as per ENE eUpdate and monitor BAS with any Roll-overs,
shifts, virement, unforeseeable / unavoidable. Implement Public Finance Management
Act and Treasury Regulations in the Department and Public Entities to promote
effective, efficient and economically budgeting and expenditure control and reporting
mechanisms and systems ePrepare early waming to the relevant stakeholders
eproviding information of expenditure trends to prevent overspending as well as under-
spending of budget.

Ms N Ngcama, Tel 012 441 3430




DIRECTOR: INTERNAL AUDIT, b % 5 : 5 -

AN ALLINELUSIVE REWUNERATION SALARY PACKAGE GF 1745613 PER AN 1
NUM, CONSISTING OF A BASIC SALARY {60% 7 70% UF THE TOYAL PACKABE),
STATES CONTRIBUTION T0.THE GOVERNMENT EMPLOVEE PENSIONFUND AN
A FLEXIBLE PORTION THAT MAY. BE STRUCTURELD 1N TERMS DE APFLIGABLE "
RULESAND GUIDELINES (ER 09}

REQIHHEMENT‘(

plcants st be n pussession of o edst & 3.year National Dploma 1 Degreafl
ntettal Auditing - Must b 8 instituts of tniemsal Audiors » Registration.
agir stuing oards o o el Ay (CiA) or post-graduate < quumicannn
serve as &n advantage + 5 year's management experience in Internal Auditing,” The
vouvwmg are essential requitements: » Computer fitrate » Detalied knowledge afervix
and olher relevent legisiatonrescipts « Abilty o implement ar [ ol a audt
me. » Exto nowledge of Standatds for the Professional Prasiice.of Iermal
Auditors spm) an Understanding of e PUBIC Sector processes and ensversal
systems (BAS; PERSAL: LOGISY Abity o nlegrate GAAT o Dlannad audtss Brojoct
Managerment and Facilfation skills Commiinication andintarparsoral skl +

Anlyical anc Innovative thinking skis « Abiky to work uncer pIEsSuTS,

KEY PERFORMANCE AREAS:

~ The appointee Wl be responsible for the following: + Develop and Implement the

woiling out of the Strategic intemal audit plans » institte procedures that ensure Intemat

audit work complies with quality assucance standards set for the Depariment by the

Audice General, T e PEMA as wel as he standerds for the
et

information stiut Department's operatonal ek - Reew s mai audlfincings on o
udi

(EQUIRMENTS
anee year Nationa! Diploma/Degree in ICT* Cerlification in GOBIT, ITIL, PRINCE 2,
ear f

mework,"3-5yea nent
o T, PRNCE 3. OB CoB0. Y Exparience i: (CT Network management, Projet
management, ICT Research. *Knowledge of IT Risk management,Information Systems
Securlly knowledge,“Computer fiteracy. Frotiam sclving sKills,"Creativity and analyfical
skills.*Good communicatian and interperson reiations.

KEV PERFORMAMCE AREAS:

opmerk . mplemertaon and  mantenandalcf an T govemance
op, implement
o et 8 Bl cre Do aunes. Toplomant riekves 1o sdaoacynlaraet and
‘external audit findings,.ead IT fisk management within the Uni§ and maintain an T risk
rogstarDevelop and morior {he implementatn of an Infotmaton Systems Secinty
and methodotogy
gt “imetemart the Buspess coninuty o | oot recotery pien for the

department,"Manage financlal and hurman resources within the sub-directorate,

ENQUIRIES:
Ms P Mutauiiz, Tol: 012 41 3617

 ASBISTANT MIRECTOR: SYSTEMS AUMINISTRATOR.

BRANCH: CORPORATE SERVICES
DIRECTORATE: INEORMATION SYSTEME

. SALARY. R 324 b (LEVEL 9), 1

REF NR (REF.04)

lEﬂHIKEMENT :
hrea year National Diploma/Degree In ICT or Windows. Certification (MCSE/MCSA)
L GT

C

Depariment and effact corrective action(s) + Engage and
and servie level sgresments - % . andlyse end mmanage &l fnancial sisks faced
the Depertmenta srafegic and aporational fevel = Gonduct quallty controf feviews
products + Llaise with extemal auditors, National Treasury and the Office of the

Director Ganaral I respact o nternat auit pertormence:

FLEASE NOTE:
The

will be subjected

ENQUIRIES:
Ms Loraine van der Westhizen, Tet: (D12) 444.3577,

ASSISTANT DIRECTOR: SYSTEMS Anmmsmmn
BRANCH: CORPORATE SERVICES 5
+ DIRECTORATE: INFORMATION SYSTEMS =

SALARY: § 221,058 (Lavel )

Bof Nr (REF. 02} ey

REQUIREMENT!

Three year Natonal Dcplcmaloegree in ICT of Certification In Linux (LP) <27
3 jears. relevant enper( nos in Suse LK Sewvers and operer ﬁng systems ‘ICT

iment  of

unux sysvems“l(mwteagg of back-up ard rewve ea managemen! AICT
Resesrch “Working knowledge of DHCP, ONS, SMTP, FTP, ache Web Serverand
MySQL*Knowledge of Apple Mac systems inctuding. Mac Servars “Understanding
af virluaiisation Infrastructure Bnd’ viduatised systems,’Firew: and proxies,
munication and lnterpersonav relations,"Problem sdv!ng,'Anulyﬂcal and crestive
kllls ~Compter fiteracy

59
¥

!
alemts T Bk ap ar tocovery Mciont and TocsRUIOgIBS O managaman T
Research Knowlecige of vorking n viduslisaton RStUGIe e vmuahsed systems
{VmWare), 2010,“Advanced
ko AN SupOHSENEVATE ond brokas VLA xpenenen. Gasd coniminiamion
and interpersonal relations, *Problem soiving skills.

REY PERFORMANCE AREAS:

* [Plan. _co-ordinate, vnskxll cont and manage' el Windows Systems and
SAVers ‘mpiemert b o e DI clory, Maintaln the Active Directory and
ensure  proper o eaceme ek Mg Exchan ngo and ensure

avaﬂabuliy af emulls mmugh 4l various charmels and devices,‘Ider und resolve
(hardware software) problerns and Imncnons relat indows
Operating Systems,infasiicture planning and sysiem provsionng in, is Windous
environment *Assist In the development and (mplemenlaﬁon of poices end

for Windows administraion, ‘Monitor and contro s pertomance ‘Pertom
adyanced LAN/Deskiop support

ENQUIRIES:
Ms N Ngcama, Tel: 012 441 3430

ASSISTANT DIRECTOR: INFORMATION SYSTEUS SECURITY.

REQUIREMENTS:
Trree year Nulmml Dipioma/Degree in ICT or lequivalent alyﬁcnhan ‘24 mﬁ
relevant expatience “Certeston In infomton Systeme.

“Project

eseavch ‘Kered

KEY PERFORMANCE AREAS:
* Maintenance of all Linux and Ap?e Mac Servers and systems,*Cx ien and
deployment of Linux Servers and systems, "Provisioning of Servers.and storage space on

& virtual environment *Networking in a Linix environment,Advanced desiiap su
&l Apple Mac systems, ‘System administration and monitoring,

ENQU! J

Wis. P Mutaudz, Tel: 012441 3716
DEPUTY OIRECTOR: AT GOVERNANCI
BRANCH CORPORATE SERVIEES §

DIRECTORATE: INFORMATION SYSTEMS'

in cesign ot securly soutions and (nformation. System Secumy Solons ana
technologies,'Knowledge of backup Sytems er end storege arca Computer

Tieracy Piafing and
relntions, “Prablem solving skills

KEY PERFORMANCE AREAS:

ecurity framewaork,"Monitor
the securty i DAG ifcmalon 2nd systems (hrwgh the deployment and monitoring of
anii-virus software, owall, i
network tools, g

penekration tests

il anclsecuity e, Maintain T access contiol Solitions 8nd systems, Check hat

Bitt; Deparim
: a!ArLsP;bz‘ll Culturs, Private B%ﬂw meoﬂg 0001. Applications an 4150 56 hand

st Cresioneset of sers and pisswords.identy ormation e secarly
treats and fons,* tmplem: m internal
and extemal auds regarding enaion Sytomns tomirig: Manage the s!omgs area
network and monitor the back-up solution and ensure: data recaverabilty through data
replication,Ensure compiiante with various {CT seculty fegisiation, regulations and

of a Disast id Business continulty plan *Assist in the nt and
E: ster recovery and Busin |m|yp§ides sist in 1 teveloprme:

ENQUIRIES:
Ms P Mulsudzi, Tel: 012 441 3716

* CHIER NETWORK CONTROLLER (2 Fus‘ts)

HEF.NR {REF. 16}

REQUIREMENTS:
Three year National Diploma/Degrea In ICT or Windows Certification (MCSEIMCSA)

G Windonrs
funclions and Tecnologies, Project management,CT

Vi

syswams Back-up an ﬁrswmy
arch Knowledge of werking n vituafstion ftastuctire and viualied sysiems
(\/mWare 82 ge 2010, *Advancedt
desklop/LAN suppor,*Firewalls and proxies, MeSCL experience; "Good communication

and interpersona relaions,"Problem soiving ski

KEY PERFORMANCE AREAS:
Plan, co-ordinate, install. configure and manage afl Windows Systems and
Seners 'Implemen( poficies on Directary, Hieta Aclwe Directory end
ccount management *Maintain Microsoft Exchenge and  ensure

avalobil ov emu!\ s trough, o varicus channele and devices, oty and d resalve
(hardware ;and, softwere) technical problems and malfunctions related o Windows
Operating Syslems flpimsructite pianning eng systoms Proviioning in & Windos

oot and procedres
s e o Aior o ) o) Wty re performance,Perfarm
advanced LAN/Desktop support

ENGUIRIES:
MsN Ngcuma Tel: 012441 3430

The Depa iiand
‘and i is:the Interition cm Department.
filliAg of these posts; - Persons:whose:
presentartivefy, wmiherelm receive pvem
‘essir

Piéase fonwant your oty
o ks pumcaiion o 1o Chiel G ectos. Hurman fesource

N andEealﬂx Strsels, Amadla Preforh

L.enue. 20

quslng dafel 30 Msmh 2012.




arts and culture

Department:

>
U
REPUBLIC OF SOUTH AFRICA

Arts and Culture

Director: Office of the Director-General

Salary: An all-inclusive remuneration salary package of R685 200 per annum, consisting of
a basic salary (60% of the total remuneration package), State's contribution to the
Government Employees Pension Fund {13% of basic salary) and a flexible portion that may
be structured in terms of applicable rules and guidelines (Ref. 83221/1)

Reguirements: « An appropriate three-year Bachelor's degree/dipioma in the relevant field + Good communication
skifls {verbal and written) » Computer literacy « Proven managerial abifities as well as administrative, planning and
organisational skills « Experience in Government (at least 7 years) in national and international project
management » The abifity to maintain sound interpersonal relations « Knowledge of the PFMA and Treasury
Reguiations applicable to the Public Service « A valid driver's licence (Code 08} « The ability to work in a high
pressure, securily sensftive environment » Project management » Financial management # Strategic capabilities
and leadership  Innovative and analytical « People management skills.

Key perfy areas: Qverall of the administration and logistics in the DG's office: « Oversee the
proper workflow in the office « Advise the DG on pertinent administrative issues ¢ Sign administrative forms on
behalf of the DG « Manage the assets in the DG's offices {Preforia and Cape Town) and the DE's official flat
« Manage the secretariat services/Maison hetween Parliament and DAC. Management of finances in the UG's
affice: « Manage the comespondence of th: DG » Manage the personnel in the D6's office » Handle public relations
for the DG's office  Support the DG In varicus planning and accoontability functions.

Please note: the successfuf candidate wil be subjected to compatency assessment:

Enquiries: Ms Zandile Maloka, tel. (012} 44-3730

Director: Legal Services
BRANCH: CORPORATE SERVICES
Salaty: An all-inclusive remuneration salary package of R685 200 per annum, cansisting of
abasic salary (60% of the total remuneration package), State’s contribution to the
Government Employees Pension Fund {13% of basic salary) and a flexible portion thatmay
be structured in terms of applicable rules and guidelines (Ref. 83221/2)

Requirements: » A minimum LL8 degres, a posigraduate degree in Law {LLM) « Admission as Aliomey/Advocate of
1he High Court in South Africa » At least 8 years’ relevant experiencesas a fegal advisor » Legislative drafting skills
+ Negotiation skills and drafting of alt types of legal agreements » Experience i providing litigation support in court
cases for and against the Department » Compliance management skilis « The ability o support the Depariment's
processes i the form of Isgal advice's. Comyiuter literacy » Good communication and interpersonal relations skills
« Project management skills « Sirategic capability and feadership « innovative and analyfical thinking « Planning
and organising skills + Financial management « Problem solving skills # Peaple management skilis:

Key performance areas: The purpase of the Directorate: Legal Services.is o enstire that a professional, credible,
accessible and quality assured fegal servite is rendered to the Department of Arts and Culture, the Ministry and fo
the stakehoiders. The successful candidate will therefore be responsibie for the following: » Advising the DG and
the Minister on exercising their stahtory responsibilifies in order to avoid and minimise legal risks ¢ Reviewing
existing legislation, identifying shortcomings and drafting and implementing new legislation and overall
managesment of the Department's annual legisiative programme o Effectively managing litigation and Itigafion
support in cases for and against-the Department and Minister » Effectively managing general compliance with
internal and extamal legisiation and compliance management.« Providing legal training and buiiding the capacity
of DAC personnel {o understand and engage with legal matters, such as confracts and service level agresments.
Please note; the suceessful candidate will be subjected o a compelency assessment.

Enquirles: Ms Zandite Maloka, tel. {012) 441-3730

The Department of Arts and Colture Is an equal opportunity,atfirmative action employer and f is the intention
to promote representivity in the Public Seclor through the filling of these posts. Persons whose transfer/
promotion/appointment will promote represeativity wili therefore receive, preference. An indication in this
regard wilt expedite the processing of applicaiions. People with disablities are encouraged to apply.
Applications must be submitted on the Fornt 33, obtalnable from any Government department or online at
www.govza ALL sections of the Z83 must he completed and signed and the application form should be
accompanied by a comprehensive CV (including two recent and contactable referees) and ORIGINALLY CERTIFED
copies of the applicant's 1D and edueational gualifications. It is the applicant's responsibifity to have foreign
qualifications evaluated by the South African Qualifications Authority (SAQA) prior to the selection ‘pracess.
Applicants applying for, more than.one post must submit 2 separate Form 283 (as well as the documeniation
mentionad above) in respect of each post being applied for. If an applicant wishesito withdraw an application, this
must be donein writing. Failure to'submit the required documentation will autematically disqualify applications.
No faxes or e-maifs will be accepted. The Department reserves the right not to il the above-mentioned posts.
Piease note; » Applicants must note that further checks will be conducted once they are shert-listed and that their
appoinfment is subject to a positive ‘outcome of these checks, which intlude Security clearances and vetting,
quafifications and employment history verification, identity and criminal records ¢ Successfut candidates will be
required to sign 2 perlormance agresment within 3 months of assumption of duty.

All positions are based in Preforia.

Please forward your application, quating the relevant reference number and the name of this publication, to the
Chief Director; Kuman Resource Management, Department of Arts and Cufture, Private Bag X897, Pretoria 6001,
Applications can alse be hand-defivered to the Bepariment of Arts and Cutture, 2nd Floor, Kingsley Centre, cnr
Church and Beatrix Strects, Arcadia, Preforia.

Closing date: 3 February 2012

e
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ANNEXURE B
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the intention to
promote representatively in the public sector through the filling of this post. Person whose transfer / promotion
/ appointment will promote representatively will therefore receive preference. An indication in this regard will
expedite the processing of applications. People with disabilities are encouraged to apply.

APPLICATIONS

CLOSING DATE
NOTE

POST 21115

SALARY
CENTRE

REQUIREMENTS

ENQUIRIES
POST 21/16

SALARY
CENTRE

Please forward you application, quoting the relevant reference and the name of
publication to: The Chief Director: Human Resource Management, Department of
Arts and Cuiture, Private Bag X897, Pretoria, 0001. Applications can also be hand
delivered to the Diepartment of Arts and Culture, Kingsley Centre, 2™ ficor, Cnr
Church and Beatrix Streets, Arcadia, Pretoria. All advertised positions are based in
Pretoria.

08 June 2012

Applications @re hereby invited from suitably and qualified person to apply for the
following pest(s). Applications must be submitted on Form Z83, obtainable from any
Govemment department or online at www.goviza. [All'sections of the Z83 must be
completed and signed and the application form should. be accompanied by a
comprehensive CV (including two recent and contactable referees) and Original
Certified Copies of the applicant’s ID and educational qualifications. 1t is the
applicant's responsibility to have foreign qualifications, évaluated by the South
African Qualification Authority (SAQA) prior to the selection process. 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. If an
applicant wishes,to withdraw an applicant,it must be done in'writing. Failure to
submit the srequired documentation will automaticaliysdisqualify ‘applications. No
faxes or e=mails will be accepted. The:Department reserves the right not to fill the
above-mentioned post(s). Please note: Applicants must note that further checks will
be conducted once they are shorilisted and that their appointment is subject to a
positive outcome of these checks, which include security clearancésand vetting,
qualifications and_employment history verification, identity and é&riminall records
Successful.candidates will be required to_sign a performance agreement within 3
months of assumption of duty.

OTHER POSTS
CHIEE.NETWORK CONTROELER2 POSTS REF NO: 01

R185 958 perannum {Level 8)

Pretoria

Applicants must be in possession of a three year National Diploma / Degree in ICT
or A+ and N+ coupled with MCSE certification. 2 years relevant experience in this
field. "The following are essential requirements: ICT network support. Intermediate
server administration. Configuration and deployment of Windows systems. Back-up
and recovery. . Configuration.management. Knowledge of Windows 2003 / 2008
environment. Active Directory 2008. ‘Microsoft Exchange 2010. Advanced deskiop
{ LAN support.

The successful ,candidate will assist with the facilitation of the following: Perform
advanced LAN / Desktop support. Support transversal systems (BAS, LOGIS &
PERSAL) and other DAC systems. Problem and service request management. Set
up and configure workstations and connecting the users to the network services,
System implementation support. Provide LAN support with regard to access, system
availability, back-up, restore procedures, and virus control. Provide system support
with regard to printing, internet access and e-mails. Set up and support Mobile
devices. Participate in ICT infrastructure related projects.

Ms N Ngcama Tel (012) 441-3430

PRINCIPAL NETWORK CONTROLLER: REF NO: (02)

R149 742 per annum (Level 7)
Pretoria

11




REQUIREMENTS

ENQUIRIES

Applicants must be in possession of a three year Degree / National Diploma in
Information Technology or A+ and N+ coupled with an MCSE qualification. At least
1 — 2 years relevant experience in an ICT environment. The following are essential
requirements: Knowledge of Windows, Linux and Mac operating systems and have
a basic understanding. of office productivity software (word processing,
spreadsheets, presentations, email and calendar) and other generally used software.
Knowledge and understanding of IT policies and procedures. Problem solving skilis.
The successful candidate will assist with the facilitation of the following: Perform
LAN/Desktop support. Maintain the IT Inventory and Asset register, Project
Management and Administration, Facilitate IT Procurement. Training, Research &
Development.

Ms N Ngcama Tel (01:2) 441-3430
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arts and culture

( = Department:
) e
V REPUBLIC OF SOUTH AFRICA

Chief Financial Officer (Deputy Director-General)
Salary: An all-inclusive remuneration package of R1 076 619 per annum, consisting of a
basic salary (70% of the total package), State's contribution to the Government Employees
Pension Fund {13% of basic salary) and a flexible portion that may be structured in terms
of applicable rules and guidelines (Ref, 88969)

Requirements: » At least a BCom degree or equivalent qualification in Accounting. A postgraduate
qualification and/or Chartered Accountant (South Africa) quallfcatlon will serve as an added
advantage » At least 10 years’ relevant semor managemem experience in public sector finance/
ting. The fi ing will be .« Expertise knowledge of the Public
Finance Management Act (PFMA). Treasury Regula’auns and associated practice notes » Generic
capability and leadership, programme- and project
peaple and emp ment and fi

Key responsibilities: The ful will be ible for supporting the Director-
General {Accounting Officer) and other senior S in the ion of their functions in terms
of the Public Finance Management Act, 1939 and the Treasury Regulations. it will be expected of the
bent to manage the fi I- and supply chain management functions of the Department and

1o ensure sound financial management in the Depariment. Specific focus areas will include the
following: « Establishing and maintaining appropriate systems (analytical tools, information systems
and models or projections of cost behaviour) and policies to ensure effective and efficient
management of resources » Ensuring an appropriate supply chain management system which is
fair, equitable, transparent, competitive and cost effective » Ensuring the effective, efficient,
economical and transparent use of the resources of the Department « Taking effective and
appropriate steps to collect alf money due to the Department, prevent unautharised, irregular and
fruitiess and wasteful expenditure » Ensuring proper management of the assets (including| the
f ding and the mail thereof) and the liabilities' of the Department » Settling all
contractual obligations and paying all money owing, including inter-governmenta! rlaims, within the
prescribed or agreed period « Ensuring complianice by the Department with the provisions of the
PFMA = Ensuring that expenditure of the Department'is in accordance with the vote of the
Department and the main divisions within the,vote « Ensuring that full and proper records of the
financial affairs of the Department are kept (mcludlng prepamtmn of ﬁnanclal statements for each

fi year) o F ing creative sol to cost ani efficiency in the
delivery of the services and the administration of the Dy » Advising the Director-General
pertammg to matters that have strategic and financial implications # Coordinating Medium-term

k (MTEF) and Esti of National E diture (ENE) processes in respect of

the Deparlmem and its institutions » Coordinating the Chief Financial Officer (CFO} Forum in respect
of the Departmem and its| institutions » Liaising with the relevant rote-players in the financial
financial matters » Overseeing the management of financial and
human resources of the Office ofthe CFO.

Note: The idate will be subjected to a b

Enquiries: Ms Z Malokajtel. (012) 441-3730

The Department of Arts and Culture is an equal opportunity, affirmative action employer and it is
the intention to promote representmty in the Public Sector through the filling of this posk
Persons whose will p ivity will therefore
receive preference, An mdmatmn in this regard will expedite the pmcessmg of applications.
People with disahilities are encouraged to apply.

Applications must be submitted on the Form Z83, obtainable from any Government department or
online at www.gov.za AtL secnons of the 783 must be completed and signed and the application
form should be by a CV (including two recent and contactable
referees) and ORIGINALLY CERTIFIED copies of the applicant's, ID and educational qualifications. It is
the applicant’s responsibility to have foreign qualifications. evaluated by the South African
Qualifications Authority (SAQA) prior to the selection process.f an applicant wishes to:withdraw.an
application, this must be done in writing. Failure to submit the required documentation will
automatically disqualify applications. No faxes or e-miails will be accepted. The Department
reserves the right not to fill the above-mentioned post.

Please note: » Applicants must note that further checks will be conducted once they are short~
listed and that their appointment is subject to a positive outcome of these checks, which include
security clearances and vetting, qualifications and employment history verification, identity and
criminal records « The successful candidate will be required to sign a performance agreement
within 3 months of assumption of duty.

Please forward your application, quoting the relevant reference number and the name of this
publication, to the Chief Director: Human Resource Management, Department of Arts and
Culture, Private Bag X897, Pretoria 0001. Applications can alsd be hand-delivered to the
Department of Arts and Cuiture, 2nd Floor, Kingsley Centre, cnr Chureh and Beatrix Streets,
Arcadia, Pretoria.

Closing date: 9 July 2012

sl
Human Communications 88969
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ANNEXURE A
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is its intention to
promote representatively in the Public Sector through the filling to this post. Persons whose transfer/
promotion / appointment will promote representatively will therefore receive preference. An indication in this

APPLICATIONS

CLOSING DATE
NOTE

POST 10/01

SALARY
CENTRE

REQUIREMENTS

DUTIES

ENQUIRIES

regard will expedite the Erocessing of applications

Please forward your application, quoting the relevant reference number and the
number and the name of this publication to: The Director: Human Resource
Management, Depariment of Arts and Culture, Private Bag X897, Pretoria, 0001.
Applications can also be hand delivered to the Department of Arts and Culture,
Kingsley Centre; ol Floor, Cnr Churchrand Beatrix Streets, Arcadia, Pretoria

22 March2013

Applications_are hereby invited from suitablyyand qualified person to apply for the
following post(s). Applications must be submitted on Form Z83, obtainable from any
Gavernment department or online at www.goviza. All sections of the Z83 must be
completed and signed and the application form' should be accompanied by a
comprehensive CV (including two recent and contactable referees) and Original
Certified Copies of the applicant's ID and educational_gqualifications. It is the
applicant's,responsibility to have foreign qualifications’evaluated by the South African
Qualification Authorily (SAQA).prior to,the selection process. Applicants applying for
more than one post must submitiaseparate form Z83 (as well as the documentation
mentioned above) in respect of each post being applied for. Ifian applicant wishes to
withdraw an application it must be donérin. writing. _Failure ‘to submit the required
documentation will automatically disqualify applications. No faxessor e-mails will be
accepted. The Department reserves the right not to fill the above-mentioned post(s).

OTHER POST

SWITCHBOARD.OPERATORS 2 POSTS

R76 278 per annum (Level 3)

Pretoria (National Archives of South Africa)

Grade 12 (Matric), Further Requirments: Good communication Skills, interpersonal
Skills; Computer literacy, Numeric skills, Ability to work under pressure

Attend to | incoming and outgoing telephone calls, Transfer calls to relevant
extensions, Provide clients with relevant information, Take messages and convey to
relevant staff Keep record of all outgoing calls, Maintain telephone database, Keep
register of telephone numbers/fax numbers of all Provincial and National
Departments, Keep a book/register with all the dialling codes domestic and
international, Keep a register with all new appointmént and resignations, Issuing of
updated telephone list, Identify and report telephone faults to the supervisor, Notify
staff if telephones are out of order;’Record maintenance of the switchboard ¢ Order
telephone directories'annually.

Ms'N Ngcama, Tel: 012 441 3430.
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