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Arts and 

 

't119 as 
RePueLic OF douse AFRICA 

DEPUTY DIRECTOR-GENERAL: 
CULTURAL DEVELOPMENT, INTERNATIONAL RELATIONS 

AND INVESTING IN CULTURE 
AU inclusive rammer.on package of 6 770 823.00 per annum. The package 

includes a basic salary (60% of the total remuneration package), standard 
contribution to the Government Employee Pension Fund (15% of the basic salary) 

and a flexible portion that may be structured in terms of applicable guidelines, 
PRETORIA Ref. DACII4011/011) 

Requirements Cancidates should be dynamic, innovative thinker and experienced terror 
nonagons with a strong belief in end mannitment to the Me that AM, Culture, Language and 
Heritage tan play it manor. and ancial development The follawing Bra essenial 
nulairamente: .An eromoriete postgraduate tertiary qualfication, preferably in 
Managernertilleaderahip/Administration •Cenradates should have a proven alaliry to ache 
problems and to dether cep class products and services thin will impact on all levels of society, 
especially at grassroots level eStratheic mob* and %Mars* .Excellent when and 
verbal communication dais •A broad understanding of government policies it the national 
and international context .Grand andante:rang of Arts and Culture eactor *Problem solving 
and analyeis *Good negonation and interpersonal akdb. 

Key Perkranance Ames: The appointee wet be responsible for *The Realtraton of a 
national implementation programme to promote social development, inlematimal co-operation 
and economic competitiveness to knead on all levels &society, especially at grassroots levels 
.Overseeing the o.rdnation and promotion of crefts musk, film and ffideo and pablishing 
vomiting with all key atakeholdens aConatrucling, disbursing and manitoran the spending of 
the Branch: Culturd Development, Inlemetonal Relations and Invading in Culture within the 
medium terto expenditure frame.* *Alignment of expenditure and national goals against 
interne.. benchmarks •Coffirdinatiro the Departments programme, with reaped to 
establishing and fulMment of international agreements, as wall as optimising the co-operation 
and resources available through 00/ sod international pratherehipe *Provision of strategic 
leadership and management of staff ri Management and monitoring of Investing in CM= 
Portfoio in order to achieve departmental and national MOO.. 

Please Note: The shorffisted candidates for Edo post wig be subjeded to Competency 
Assessments. The sumeadd candidate must risclose his or her financial interests. 
Enquiries Ms. Rim Odotse, Tn& (D12)441.3640 

DEPUTY DIRECTORS: INVESTING IN CULTURE 
(PROVINCIAL CO-ORDINATORS) (5 Posts) 

All inclusive remuneration salary package: R 348 000.00 per annum 
• GADTENG • KWAZULU NATAL • LIMPOPO •NORTH WEST •EASTERN CAPE 

(Rd DAC0408/012) 

Requirements: We require five Provinoial Co-ordinators in the above provinces to manage 
and corantnate the !naming in Culture programme at organisational lewd. DA Metric 
Certificate with an appropriate tives-year Betakes degree co equivalerd qualtradico Bath 
experienos, knowledge and an understandthg of the ate and culture sector es wet aa 
govemment intherafives within EPWP framer. *Project management skills •A valid... 
lance *Excellent written and verbal connmicalion and in..= al& •A good 
understand. of seneffivity to charm cultural practices .Ably to fundion independently 
eAbliry to mrk under oressure *A p.en tack record of involvement at community level. 

Key Performance Areas: Reporting lo the Director: Inveding in Culture, the inoumbenb lb 
• Implement, monitor end report on proMots in provinces •Liaise and co-operate with 
provincial deperbnents, lanai aulholities, co many-based atructures and relevant 
stakehoklers •Assist beneficiaries in developing brain. plans, Pomade and general 
planning of that projects. 

Please Note: The eaccessful candidates will be bled at the assigned pnrince, mating to 
the Head OR Short Wad mandates not be mabjected b Cornpetrancy Asaessments. 
Enquiries: Ms. Lorraine ran der Westhuisen, TaL: (012)441-3577. 

DEPUTY DIRECTOR: 
ARTS ADVOCACY AND GENDER ENRICHMENT 

All inclusive remuneration salary package: R 311 358.00 par annum 
PRETORIA (Ref. DAC0408/013) 

Requirements: We require a dynamic manager with: *A repognised appropriate degree in the 
Sold of Arts, Ciribm and Heritage •Edens. thiperienCe BS e Manager in Me AdvacDdY and 
Gender Enrichment al a nafional lewd would be a defairte advantage 'Knowledge of relevant 
policy documents, am and regulaions *throng leadenthip and droisionanaking akds 
*Knowledge of Arts twitting programmes, grants-in-aid procedure* and opportininea *A 
thorough undamtarding on how the Arts can impact on social and economic development DA 
strong work ethos, combined with thoubility and onrolivity •Excellent verbal, written and 
presentation communication skills an net as MD.d appicetion of information trolnology 
eKnowledge of budgeting procedural and pubic fthancial management .Project management 
*Under:slanting of trod armada. •Experience of wilding it a multioultureltingual 
development environment •Demonstroble computer proficiency. 

Key performance areas: This incumbent.] be nasponsible to eComeptuariraing, designing, 
mplementing project managing and monitoring of programmes and projects.. edition to 
thia sheihe b expected to meaningfully engage with policy and strategy al a high level 
•Coed information, research and andwis in tiro key delivery area and damns:int instances 
of best practice *Share and disseminate findings with stakeholders to &Made dialogue at a 
national level *Crattlaute to the development of policy and strategy .Develop admoDY 
programmes •Corordnate, monitor and evaluate implemented projects *Ron. Faison 
behmen DAC and stakeholders in the fold *Administer and manage finances *Project 
management in accordance with OAC Skategic Plan .Manage existing intergovemmental 
and international partnership, .Mangy communications and linkages eat key stakeholders 
driving womene tan.. 
Enquiries: Mr. Johannes Matteis Td.: (012) 4413e48i 

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

PRETORIA (Ref 5400408014) 
Requirements: *An appropriate three-year degree/diploma n Sold Soiencea or hentege 
related stud. *Eopelience in to ooncepkaisation and management of nolood events and 
ocrornernmticas will be an advantage *Demonstrable and advanced knowledge and 
DM...dm OM*. management •Boehme in the development of strategy documeMs 
*Excellent report writing and preaentaion Alb *Good interpersonal, communication and 
problem solving 

Key Performance Areas: •To develop e national strategy on commemorator* as a vehide 
be social cohesion and nation building *Conceptuatmion, planning and managing lags 
scale commemorations arch on Heritage Day and others *Developing databases relevant to 
the work of the motion •Lielsing with relevant stakeholders such AS provincial Balboni., 
municipabties ...Managing the budget of the motion and thipenising staff 

Enquiries: Ma. RI. Oelofse, Tat (012) 441.3540, 

ASSISTANT DIRECTOR: NATIONAL YOUTH SERVICE 
PROGRAMMES AND CULTURAL AFFAIRS 

Salary: 6 156 815.00 per annum 
PRETORIA (Rot DAC0408/015) 

Requirements: •tiabic and a relevant appropriate degree/6*ms *At lead 2 years 
experience in the public odor *Strong ablity to admit.. projects, &Aiding monitoring and 
evaluation •Dernonstrates ability to iMeiaot with internal and extemal DAC stakeholders 
*Programme and project implementation •Cinsen thous and reeponaivenesti I client b. 
and customr orientation •Networking and building bonds *Problem solving and analysis 

•Gommunicafion and Moravian management *Administration, budgeting and underatanding 
of Public Financial Management •Denonstrable computer proficiency. 
Key performance areas: •Ass& hi the implementation and rdlout of youth enrichment 
programmes and projects •Promote civic resporobility and youth eenice among youth 
enrichment target groups *Promote social cohesion and build youth nanoks tivough the 
interpretation of poky 'Assist in the allocation of roe.es to meet youth enrichment goals 
* Identify existing innovative programmes to create and support youth enrichment. 

Enquiries: Ms. Lorraine van der Werahuthen, Tel.: (012)441-3577. 

ASSISTANT DIRECTOR: ASSET MANAGEMENT 
Salary: R 157 680.00 par annum 
PRETORIA (Ref. DAC0408/016) 

Requirements: •An ear:update Bachelor's degree or equivalent experience in asset 
management particularly in the procurement of esseb •Good management slob 
Materperoonal organisational and communication aid& *Knowledge and experience in 
electronic asset management systems. 

Key Performance Areas: *Develop and implement procedures and protases far efficient 
management of sexed •Execute delegated powers with regards to the applicable fantod 
*Ensue effective and efficient execution at an fundions pertaining to asst management 
*A ➢vely perndpale in drafting the asset management poky *Ensure proper allocation of 
codes in tenms of standard charter accourris •tilanage annual dodo take and submit 
consolidated reports •Manage stock ctiscrepandes and disposal processes •rimpthment poky 
tor redundant asset. .Ensure optimal utilization of assets •Prepare relevant reports 
*Reconcile asset regiater and gonad ledger on a monthly basis *Prepare relevant reports 
•Maintain aunt register and control barging of aasets •Build capacity within the institution. 

Enquiries: M. Johannes Maids Tel.: (012)441.3648. 

ASSISTANT DIRECTOR: 
HERITAGE COMMEMORATIONS 

Salary: R 157 681100 per annum 
PRETORIA (Ref. DAMMAM) 

Requirements: •An appropriate three-yea degreadiploma in &nal Science or Heritage 
related studies *An understanding of project management and the development of strategy 
documents *Computer tieing •Reporting and presentation skills •Decision making end 
problem solving sltills *Good interperaonal, communication and organisational skills. 

Key Performance Areas: •Assist in developing strategy documents in relation to national 
commemorations •Assist in organizing large scale commemorations such as Herlage Day 
*Liaise with relevant stakeholders within the Heritage sector •Monitor and evaluate projects 
undertaken by the maim •Take ninutes &sag amines and canyons reports. 

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

ASSISTANT DIRECTOR: 
EVENTS MANAGEMENT (2 Posts) 

Salary: R 157 68600 per annum 
PRETORIA (Rd DAC04001018) 

Requirements: *An appropriate three-year degree en equivalent gratification with 2 years 
menet. in Events Management / Project Management •Storm nterpersonal 
•Expene.a with fiaison with ommunffies and individuals on different levels •Communication 
slogs •Report voting skills ell.. Management skills •Administrative and organs:leo skills 
•aging sloth and computer theory are compulsory DA valid drivers license is a necessity. 

Key Performance Areas: •Experience in Events Mmagement and proven eroerience in 
Government wokcol and government procurement processes We remind •ltnov.dge of 
Bo Arts and Cult. in South Africa and an issues of solace diversity b also required •The 
Department respires an experienced Event &tanager who. capable of deeding large events 
and projects on behalf of the Department Responsibilities will include the following: 
*Planning end managing of national and international events and projects .Writing of 
memoranda •Implementation anat.. and reports *Liaison Dab various bodies responsible 
kr Ads Cub" Heritage. Livening. and Archives *Supervising and Mining of sub-ordinates 

Plate note: During the intervievang promos, it MI be required of candidates to undergo a 
writtenloarnthier testa issues relthng to evenb management 

Enquiries: Ms. Lorraine van der West/Man. Tat: (012)4418577. 

MESSENGER / DRIVER 
(Office of the Minister) 
(1Year Contract Appointment) 

All Inclusive Salary Package: R 84 468.35 per annum 
PRETORIA / CAPE TOWN 

(Ref. OAC0408/019) 

Requirements: *Gni. 12 Certificate an equimlent qualification •Code 05 Myers license 
*Relevant expo.mn isk reliable and maim individual who is prepared to work under 
pressure and as part of a ban •Well organised •Good communication and interpersonal 

Key Performance Areas: *General office duties .Collect and daver mail torn and to the 
post once .Deliver and Collect documents and padoges when requir. •Collect 
newspapers for the Ministry if requested •Distrititie cabinet memoranda and other documents 
to the Presidency and other Ministries •au& with faxing and photocopying dot:manta 
•Darter mail in the Iffinistry .Work okody with the Chief Regiatry Clerk •Render assistance 
at the recrodorrowitdaboard when the need arises •Any other relevant work allocated from 
time to time •Ensure that the vehicle is clean and welmaintained at all times. 

Note: •The potion I. Pretoria I Cape Town based and the headquarters is Pretoria 
eApplicants should be prepared to perfonn sessional duties for extended periods. 

Enquiries: M. Zolani Gqabi. Tel: (0121441-3644. 

Downtime 

Jye Department of Arts and Culture  ia an equal opportairy lanai. action employer and 
A is the intention to promote representatrnry in the Public Sector through the filing of these 
pea. Persons whose transfer / promotion I appointment wit promote moresentativity will 
hand. nvtno preference. An incimion in this regard will erotic. the processing of 
applications. 

Applications must be submitted on Form 283, obtathable from any Government department or 
online at ...novas II must be accompanied by a comprehensive CV (inducing two recent 
and (=Wade reams) end adied copies of qualiticaliona. 

Note: •Please note that et som•thil canradatos will have to undergo wary clearance and 
their appointments wig be provisional perking the outcome of a moo. clearance 
•Successful eaddalee wit be required to sign a per fonnance agreement within 3 )dues) 
Months of assumption of dray •Correspondence will be limited to shortlisted candidates only 
etf you do not hear from us within 3 (three) months of the dosing data please assure that 
/00 aPplicalion has been unsuccessful. 

Failure to submit the required documentation trilti eat...1y disqualify applications. No 
faxed or e-mail. iroptiotions Ebe accepted. 

Priem toward you application, quoting the relevant reference number and the name of this 
p,bfication to: The Director. Human Rasmus* Management, Department of Arts and 
Culture, Private Bag 0897, Pretoria, 0001. 

Applications can also be hand defrv.d to: The Department of Arts and Culture, Kingsley 
Centre, 2nd Floor, Con Cho. and &atria Streets, Arcola, Pretoria. 

Closing Date: 2nd Mav 2008. 	
UASADVER1I9NG LIACD108 
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arts and culture 
w 

Department: 
Arts and Culture 
REPUBLIC OF SOUTH AFRICA 

)  

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

Requirements: • A three-year degree or National Diploma 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 abilities as well as administrative and organising skills • Excellent 
understanding of the minimum Information Security Standards documents (MISS) 
• Grade A PSIRA registration • Excellent computer skills • Valid Code 08 driver's 
licence. 
Key performance areas: • Co-ordinate, implement and control 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 • 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: • A three-year degree or National Diploma with extensive Events/ 
Project Management experience • Good communication skills (both written and 
verbal) • Planning and organising skills • Office administration skills • Basic 
knowledge of Government protocol procedures • Computer literacy (MS Word, 
PowerPoint and Outlook - prerequisite) in a variety of computer programmes 
• Report writing skills • A valid driver's licence will be an advantage • Familiarity 
with Government procurement processes • Ability to liaise with diverse groups of 
people • Willingness to work long hours in a pressured environment. 
Key performance areas: • Assist with and ultimately directing events and projects 
for the Department of Arts and Culture • Write memoranda, events implementation 
strategies • Liaise with provinces, various bodies responsible 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/computer test on issues relating to events management. 

Enquiries: Ms L van der Westhuizen, tel. (012) 441-3577. 
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 filling of these posts. Persons whose transfer/promotion/ 
appointment will promote representivity will therefore receive preference. An 
indication in this regard will expedite the processing of applications. 
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 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. 
Note: • 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 • Successful candidates will be required to sign a performance 
agreement within three months of assumption of duty • Correspondence will be 
limited to short-listed candidates only • 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 documentation will automatically disqualify 
applications. No faxes or a-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 Arts and 
Culture, Kingsley Centre, 2nd Floor, cnr Church and Beatrix Streets, Arcadia, 
Pretoria. 
Closing date: 21 July 2008. 

Human COMMILI1621110115 43838 



processes and procedures, as well as relevant HR prescripts• Sound knowledge 
of PERSAL•Sound knowledge at MS Word, Excel and PowerPoint. 
Key performance areas: • Manage the administration of employee benefits 

Monitor and advise on matters related to employee benefit administration and 
policies.Ensure adherence to policies related to employee benefit administration 
. Train, develop and supervise subordinates (directly and indirectly). Compile 
and review HR policies • Provide reports and statistics related to employee 
benefit administration, such as abuse of sick leave, employee turnover, etc 
. Ensure provision of information te clients within the Department on the 
administration of benefits • Proactively consul with clients an matters related to 
employee benefit administration. 
Enquiries: Mn L can der WesIbuizen, tel. (012)441-3577. 

Deputy Director: Social Cohesion 
Programmes 

An all-inclusive salary package of 5344 052 per annum (Ref. 45695(4) 
Requirements: • Appdthrtate three-year degree/National Diploma in Soda) 
Sciences • A postgraduate qualification will he an added advantage • Three to 
live years' mime! eroerienn in planning and co-ordination of programmes, 
project and programme management • Sound knowledge and understanding of 
the role and functions of arts and culture and of Broad Government Programme 
of Action. Valid driver's licence. Willingness to travel • Computer literacy is 
important. 
Competencies: • Managerial qualities, Planning and organising and quality 
orientation • Professional qualities, Problem solving and analysis, verbal and 
written communication • Entrepreneurial qualities, Strategy, creativity and 
innovation • Personal qualities, Strong Interpersonal sensitivity and personal 
motivation • Ability to function independently and to perform under pressure 
and still maintain a mature, professional conduct • Understanding monitoring 
and evaluation principles and pectins on projects and programmes 
.KnoMedge of Government programme policies, procedures, regulations and 
laws. Including the Public financial Management Act (PFMA). 
Key performance arear. • Provide high-level administrative support to unit 
manager in developing task team and committee reports . Facilitate and 
co-ordinate the inthifineMation of social cohesion roil-out plan and Programme 
of Action through running of social mobilisation campaigns • Manage and 
maintain good relations with both departmental and external stakeholders 
.Manage the collection and analysis of complex data and be able to draw logical 
conclusions ad produce high standard reports for different Orions, such as 
committees, dusters etc meeting multiple deadlion.Effective database management 
both electronic and manual of programmes implemented. Represent the unit at 
ad hoc operating meetings•Overall administration of the sub-directorate. 
Enquiries: Ms L van der Westhuind tel. 10121441-3577. 

Assistant Director:Administration 
Salary: R174 243 per annum (R8).4569519) 

Requirements, . An appropriate three-year BA degree or National Diploma plus 
two years' experience in Public Service administration or a Senior Certifinie 
and for years' administration experience in Public Service administratiun 
• Sound knowledge and understanding of the role and functions of ads and 
culture and of broad Government imperatins• Good communicalion skills, both 
verbal and written • Ability to function independently and to perform under 
pressure and still maintain a mature, professional conduct and personally 
. Computer literacy, especially in Excel is compulsory with proven ability in 
LOWS, BAS, procurement procedures, asset management, public administration 
and financial management as essential shilh. 

administration. 
Enquiries, Ms S van Niekerk.tet,(0121441-3683. 

State Accountant 
Salary: R117 501 per annum (Ref. 45605/0) 

Requirements: • An appropriate three-year Bachelors degree or a National 
Diploma with two years' experience or a Grade 12 with five years' relevant 
experience in Accounting • Knowledge and understanding of the PFMA, Treasury 
Regulations and relevant Government regulations. Knowledge of and practical 
experience in the Basic Accounting System. Knowledge of PESO Treasury 
Regulations • Computer literacy (MS Word, Excel and Outlook) • Good 
communication skills (written and verbal) • Ability to work under pressure 
. Good interpersonal skills • Emblem solving skills • Ability to work in a team 
• Valid driver's licence 
Key performance areath• Check and control suspense account and report on a 
monthly basis • Assist in the compilation of claims in respect of movies 
recoverable Item other departments or institutions • Liaise with the State 
Attorney's office. Liaise with the traffic department, liaise with the South African 
Police Service • Handle administrative mailers related to the section • Process 
miscellaneous payments and ensure all suppliers are paid. 
Enquidest Mr JN Mediala, tel. (012) 441-3648. 

The Department as Ads and Culture Is an equal opportunity affirmative action 
employer earl it la the intention to promote representivity in the Mlle Sector 
through the filling at area posts. Persons whose fransferthromollon/ 
appoiniment will animate representivily will therefote receive preference. An 
indication In this regard will expedite the processing al applications. People 
with disabilities are encouraged to apply. 
Applications mud be submitted on Form 183, obtainable from any 
Government department at online at www.govaa All sections of the ZB3 must 
be completed and the applicalion Iona should be accompanied by a 
comprehensive CV (Including two recant and conlactable referees) and 
caddied copies at the applicant's ID and educational qualifications. It is the 
applicant's responsibility lo bate foreign qualifications evaluated by the 
South African Qualification Authority (SAGA) prior to the selection process. 
Applicants applying for mom shoo one pest most aubmit a .P..t.fiir.E83 
(as well as the documentation MeiltiOiled above) in respect of each posl 
being applied for. If an applicant wishes lo withdraw an application it mast 
be done in writing. Failure to submit the required documentation will 
automatically disquality application. Na faxes the-malls will be accepted. 
Note: • Please note that all successful candidates will have to undergo security 
clearance and their appointments will ha provisional pending the outcome of a 
security clearance•Successful candidates will be required to sign a performance 
agreement within three months of assumption or duty • Correspondence will be 
limited to shod-listed candidates only • If you do not hear from us within three 
months oil the dosing date, please assume that your application has been 
unsuccessful. 
ALL POSITIONS ARE BASED IN PRETORIA. 
Please forward soul:application, quoting Ma relevant reference and the name 
of this publication ta: the Director: Human Resume Management, 
Department al Ads and Cullum, Private Bag X897, Pretoria 0001. 
Applications can also be hand delivered to the Department of Arts and 
Culture. Kingsley Centre, 2nd Boar, cnr Church and Beat( Streets, Arcadia, 
Pre Mete. 
Closing date: 19 September PON. 
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arts and culture 
Department, 
Ans end Culture 
REPUBLIC OF SOUTH AFRICA 

Manager: Information Systems Development 
Allindsive setlary package ol 8344052 per annum (ReL 44636A) 

Requirments: • M appropriate ntrewyear degree or a Natio. Diem. preferably MetrvIng In Slime. 
Development and liminess Analysis or Information Manager. • Relevant experience in a last.pe.d 
business erMrotened. Oh commendable experience in developing and Implernenting new ITT business 
sehrtions • Thorough ion demianding of Open Source Software alternatives to proprietary applications 
• biped.. In prolect management. especially where external secca providers ere imbed • A sold 
unders.ding at • Analyeis ol business processes • Compiling uses requirement specirmieres tor information 
systems to meet service delkmy rem... • Setting up and managing agreements Mt* service providers 
to undertake kdorrntdon system developmerd pojects • Change management Or successfut implementation 
of new eyelet. • Performance assessment ol system once imptemented • Experience In strategic and 
business claming in an IT environment 
Odle.: Repotting to the ChM Infonnetion ONcer, the incumbent era be responsible or the Implementation el 
business solutions and Mi. amongst othersie Liaise with users /goading requkernents for enhancing existing 
or developing new information eyelerne• Provide carted between inane end memwl smice providers who 
have to undertake the develemen1 • Menage service level agreements for DAL M.. systems 
• CPrinifimme the m.fielion  and  PPM. OE Mi. Menses and prefect plane • Monitor mamas on 
dmiloPrn. Pr.. • Gilds all doins  management astiei6e6 Mendaled am new Worn.s0n system 
knplernentellen • investigate ere lead the linplementetlon en Open Sou. SOM. Sekrvene et DAC 
• Harmonise plans for individual prole. within the Departnterets overall Sr plan • Roma. Ind report on 
fachnoM;Ical and other chelopm.s.t can ailed Me utilisation en IT in IN Dem.. 
No. RearelMent pro:edema wee include a mitten test on IT prelidency MktVent the above Duties 

Eng..: Ms L van der Weethdren, eel. (012) 4413677. 

Assistant Director: Co-ordination 
CHIEF DIRECTORATE: CO-ORDINATION 
Salary:11174 243 per annum (Ref 443612) 

Requirements: • An apeman. three-year degree or a National Diplome. A postgraduate qualification will 
be an added edventege • Experience M mooch in Me told • Rmeordi skies • Report siding stele • An 
understanding of he So. Afrieen Public Service and Ike. operates • Sound knowledge and understandnp 
of P.O Ms and oakum sector Mil be added advantages • Anent PM. • An Inmveoo.  and meetive altar 
• ileaultsidrivm• Excellent verbal and when communication ails. 
Wiest • P.'do str.gis end mtedeve support to the Chief Dherpor • Develop a Metont M Sou.e, 
preserve end dissemime relevent indnmwlee los the Chtel Direction/D.11M would include doing reemrch. 
reeding and surnmadeing documents end preparing dommintation lot the rem. us. • Pro,en a 
secretariat savor for meeting. workshops, Mc orgenmed by Me Dir.o. • Develee Mom and prepare 
monthly weds Set he Chia( DireMorete. 
Enmariestit Ms L van der Weetwiren, toll012)4414S”. 

Archivist: Arrangement and Description (5 Posts) 
Salary. 894 326 per ann. 1051 4463003) 

ReqUiternentin • A three-year Bachelors degree era Netio. Ofittorna wen en approperde major a.m., 
Bunt as Henry or lame. Mend.ern in areas such as museums, abrades, archives and homage 
Mat/liens • No cmcBcal experience In en archival Detection D necessary • Proven research aptitude in and 
forowtedge of mem. ...ogles • Good communication (bah vet. and carmen) and knerpereonel 
skills • Accuracy, nelabllay, mamma end perseverance to finalise tasks. 
Dudes: • Arrange and desert. recede • Otter assistance in . Reading Room • Data Mine records 
• Anemr verve and Mlbn enquid. 
Enquiries: Mr J Mahe. lel. (012) 4413640, 

Archivist: Reading Room 
Salm:R94326 wenn= (Ref.44264) 

Requirements: • A throwyeer Ificcheloris degree or a National Diploma wan an am/opiate major eubtect, 
such es History or into/melon Management In ems such as museum. bbreries, archives and herimpe 
tristitunon. • No practical experience in en ardaval Institution Is neameary • Proven reseal. aptitude In and 
linCededge of research MethadOtiagleS • Good oommurticalion (both verbal end mitten) and interpersonal 
.Ws. Aohlrecy, reliability, neatness end 1:Braemarns to finalise lad.. 
Duties: • Offer assistance M eke Reacting Room and Coon EnquirieS OR • flea aiding records 
• Answer verve end vednen moukte. 
Emig.. Lean der Wm... te. (012) 941-3577. 

Senior Practitioner: Acquisition Management 
DIRECTORATE: SUPPLY CHAIN MANAGEMENT 

Seery:RIO 920 per annum (Rd 446365) 
RequIrementst•A three-year degree wIth Commerce es a reed subject or National Diplome with Commerce 
es e mope subject plus ewe yews experience andor Grade 12 pluelluee years' experience in Supply Chen 
Menagemem • Computer latatay• Knead/dee of the PFMA, Tnmeury Regaled., PPPFA and other raiment 
presCripte • Good wd. end verbal communisation and intemersone skills *Milky to work es part of a teem 
• Abill0 at work under pressure end delver ascending to ligh deadlines • Ksmvledge of LOWS end the bids 
are. • Supervisory skill. 
Did. • Ensure that el prescripts regulatiow delegations end ankles are adhered lo • Execute all 
1antitnne PariMMit0 o Supply Dhain Management • Provide londe•bled inputs to Mem within Ow 
Dopa.en1 • Scrdinise specifications to ensure compliance, advertise lenders, compile tender documents 
and attend tender evel.lons • Comae acceptance tenets • Malden the Supplier Database • Execute 
delegated beers with regent to applicable functions • Attend to app.. human reswnx issues (t."^G. 
Wm.. mom.. • knits qa.tied  hem the Departnerde Database on a rotation beds • Foe 
eeneroondence•Proviee procurement advice to internal and Went ,  clients. 
Entparteet MIS Z MOMS tel (012) 44137110. 

Senior Administration Clerk 
CHIEF DIRECTORATE INVESTING IN CULTURE 

Scary: 894 326 pet annum Mel MOW) 
Requirements: • A Seder Cad.. • Computer Weracy, wit knowledge at MS Word, Excel. Outlook and 
PowerPoire • Koh sense 01 responsidIfty In executing tasks • Ability to worn deer pre:Mare • Creative and 
Innovative • Able to Reef  a Mete rage of Mimes within the Ads end CuMte seem • Able to analyse and 
formulate dela • Good mitten and verbal communiCribm Bali • Linguistic proficiency • Bone mid/mending 
of antl hnsillvity to diverse culture prectioes. 
Dullest Reaming tone Director. Investing ln Culture, the incumbent win pions technical and administrative 
sewn to We Chief Okeetonde. lidshe wig • Check cormrva.e en the mangey bnendary reports • Keep 
and mein. dote al Prviects reporla submitted on a monthly basis • Make loginadet ellanBomenia. bon 
neticeelly and prorindelly, Including Coterednalors .  travel and acetimmodefion • Ars. wan the e.ngernent 
of therm programmes • Keep and mainan date of proje. die or progress pawned and loth* up with 
Coed memos end ChM Ditecterate: Man. • Assist bend... In developing Beene. PIM and 
ContreCte diming Beneficiary en Quarterly Workshops • Perform any .er dub. assigned lo hinvher by the 
Ighedor. 
No* Shen-hied candidates . be subiecten lo a competency test lo, amongst others. assess computer 

Enough.: Mr J Metal. ha 1012) 441-3648. 

Acquisition Management Practitioner 
DIRECTORATE: SUPPLY CHAIN MANAGEMENT 

Salary.1194 326 per annum Met 4463M7) 
Requiremmtm • A Senor Cert.,ato plus two years eatioden. n  Sul. Ch. Maagamem  •t.tomiedge 
of the KW Service FM.* Management An, Treasury Regulations and PPPFA • Good intemenional 
relations•Abilay to work as parte e ham 
Dullest • Ensure Chet Supply ChM Management Polooa ere adhered to • Maintain the Sup.. Oulebase 
• Invite quotations from On Departmental Database on e rotation bee. Attend the evekretion of quotations 
• Re correspondence • Provide procurement edrvie to internal and mime dares • 011ei admInitimtion 
was. to Sep. Ch. Menellemem. 
Elquides: Ms 2 Woke. tel. (012) 401 3730. 

The Department of Arts end Culture Is an equel opp.untly, elfirmadve action employer and It is the 
Intention to promote repreeentivIty In the Public Sector though the filling of these poet. Persons 
Mums transierfpnomolion/appointment era promote representivity will Mender* receive preference. 
00  Wfwttoe in Mb regard  eel expedite the preesseng of applhations. 
Applkettens must be sub.. on Fenn 283, obtainable kern my emiemment dem.. or online at 
woe/norm All motions el the 283 must be completed end the application term Medd be 
accompanied by a COmprebeneiva CV (Including We peat and mina.. referees) and certified 
copies of the applicant's ID and educational quellfication. 
Mote: • Please note than et moment candidates will have to undergo security clearance and Heir 
elleentmente will be pron.., pmding tle oidotme of that dem. • Successful candidates will be 
maired to sign a performance sere.. within 3 months of assumption of duly • Caresponderce as be 
knead le shen-tered candidates only • If you do . hear awn us wIthin 3 months of no clod% date, please 
assume that your apt...lion hes been onsuCCressful. 
Failure to submit the required documentation Mil Menu sally disqualify spieloadona. No taxes or 
image WA be ace.. 
ALL POSMONS ARE BASED Of PREM.. 
Please leveed your appliMiert ourkfing he retried reference end the rams el tide publication, tot 
The Obecton Duman Resource Manganese. Dimmed of AM and Culture, Private Bag ear, 
Pretoria 0001. Applied.. can Wee be hentlotelorered to the Department of Asa and Culture, 
langsley Centre, end Floor, onr Church and Beagle Misers. ilusxlik Preterit 
Cimino dm: 11 algae 2008. 



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: Libraries, Policy and 
Co-ordination 

CHIEF DIRECTORATE: NATIONAL ARCHIVES SOUTH AFRICA 
All-inclusive salary package: R344 052 per annum (Ref. 46595/1) 

Requirements: • An appropriate three-year degree or National Diploma in 
Library and Information Sciences with a minimum of five years' relevant 
experience • Experience in project management, planning, monitoring and 
evaluation • Extensive knowledge of conceptual issues relating to information 
society and library automated management systems • Experience in the 
administration of legislation and policy development pertaining to national or 
provincial Library and Information Services (LIS) and related institutions or 
organisations • Ability to work independently and under pressure • Extensive 
experience in budgetary and human resource matters • Report writing skills 
• Strong management, communication, interpersonal, research and computer 
skills • Excellent written and verbal skills. 
Key performance areas:. Develop, maintain and administer certain national LIS 
legislation • Co-ordinate policy and handle line-function institutional govemance 
matters relating to certain national LIS institutions • Oversee the management, 
co-ordination and implementation of the Community Library Recapitalisation 
Programme • Liaise with all relevant internal and external stakeholders. eg  
provinces, municipalities, national Council for Library and Information Services 
(NCLIS), Legal Deposit Committee, the South African Library for the Blind 
(Blindlib), the Library and Information Association of South Africa (LIASA) and 
IFLA • Oversee administration of financial assistance (grants-in-aid) rendered to 
certain national LIS and related institutions for national LIS projects and 
Investigations • Oversee drafting of tender specifications where applicable 
• Prepare and submit to National Treasury consolidated monthly and quarterly 
reports in accordance with Treasury Regulations • Manage the budget of the 
Sub-directorate • Manage the human resource of the Sub-directorate. 
Enquiries: 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) 
Requirements: • An appropriate three-year Bachelor's degree or National 
Diploma • A background in, or understanding of Arts and Culture sector is 
preferable • An understanding of local and/or international fundraising and 
financing of projects • Excellent written and verbal communication and liaison 
skills • Report writing • Innovative and good negotiation skills • Computer 
literacy • People management skills • Good administrative and project 
management skills • Experience in local and/or international relations and 
fundraising • Familiarity with ODA funding and other relevant international donor 
institutions is highly recommended. 

Key performance areas: • Leverage funding from our Bilateral Cultural 
Co-operation Agreements • Design new funding models for the culture sector in 
South Africa • Place national, regional and continental development objectives 
for culture on the international agenda to secure maximum investment therein 
• Promote trilateral collaborations in the continent through multiple funding 
partnerships and/or Agreements • Liaise with Government Departments, 
Embassies, Local and International Foundations and the Private Sector to secure 
its resources for Arts and Culture • Liaise with Provincial Departments, 
parastatals and associated institution regarding Resourcing needs • Initiate new 
and service existing ODA partnerships. Develop funding policy and strategies in 
alignment with the strategic objectives of the Department in order to support the 
achievement of our national development objectives. 
Note: The successful candidate will initiate, manage and monitor resourcing 
activities for arts and culture within South Africa, regionally with local and 
international partners. The incumbent will report to the Director: Multilaterals 
and Resourcing and Chief Director. International Liaison. Applicants must be 
willing to travel nationally and abroad. 

Enquiries: Ms L Van der Westhuizen, tel. (0121 441-3577. 

Deputy Director: Language Policy 
Implementation 

CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICES 
All-inclusive salary package: R344 052 per annum (Ref. 46595/3) 

Requirements: • A recognised Bachelors degree or equivalent qualification in 
languages, specialising in Language Planning and Policy Studies • In-depth 
knowledge of and work experience in Language Planning will be advantageous. 
The following are essential: • Good verbal and written communication skills 
• Proven ability to plan and implement projects • Ability to analyse qualitative 
information and generate management reports • Good interpersonal negotiation 
and communication skins • Computer literacy. 
Key performance areas: • 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 • Plan, manage and implement research projects on relevant 
language Issues • Liaise with all internal and external roleplayers on matters 
relating to Language Policy Implementation • Liaise very closely with the Head 
of the Sub-directorate: Language Policy Development for strategy formulation 
and planning . Implement mechanism for NLS' co-ordination efforts in creating 
synergy between NLS and Language Units (LUs) at national and provincial levels 
• Give language advice to Government departments and other relevant 
stakeholders. 
Note: The above-mentioned post was previously advertised. People who 
applied previously are 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 

Personal Assistant to the Deputy Director- 
General: Cultural Promotion and 

Development 
Salary: R174 243 per annum (Ref. 46595/5) 

Requirements: • An appropriate three-year degree or National Diploma and 
three years' relevant secretarial work experience or a Senior Certificate and five 
years' relevant experience • Computer literacy (advanced skills in MS Word, 
PowerPoint and Outlook - MS Access will be an advantage) • Proficiency in 
English and at least 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 
tactful manner . Ability to work independently and without supervision • Ability 
to multi-task while working under pressure •Ability to solve problems creatively 
and practically • Highly organised and able to handle the Deputy Director-
General's diary (electronically and manually). 
Key performance areas: The appointee will ensure efficient and smooth running 
of the Deputy Director-General's (DDG) Office including:. Managing the diary of 
the DDG • Managing responses for scheduled ad hoc meetings and reports/ 
inputs • Providing secretariat service to meetings as requested • Drafting letters, 
memos and submissions on behalf of the DDG • Assisting with work of other 
staff in the Office when they are not available • Compiling and updating reports 
and presentations and delivery stakeholders • Rendering personal assistance to 
the DOG • Processing subsistence and travel claims. The incumbent of this 
position must be willing to work extended hours as well 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: • An appropriate Bachelor's degree or equivalent qualification 
with English as a major. Specialisation in terminography/lexicography will serve 
as a strong recommendation • At least 3 years' experience in terminology 
development or translation environment • Project management • Computer 
literacy • Excellent written and verbal communication skills • Supervisory skills 
• Good interpersonal skills. 
Key performance areas: • Manage the steps in the terminology development 
process • Research on terminology principles on the respective language 
• Assist in training and capacity building programmes • Attend terminology 
working meetings • Minute and keep a record of terminology working meetings 
• Update database • Lead allocated terminology projects • Liaise and negotiate 
with the relevant stakeholders • Supervise staff • Participate in other projects 
that are vital to the implementation of the National Language policy framework 
• Prepare and make presentations on language-related issues. 
Enquiries: Mr NJ Matlala, tel. (012) 441- 3648. 

Principal Language Practitioner: Setswana 
Translator 

CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICES 
Salary: 8145 920 per annum (Ref. 46595/7) 

Requirements: • An appropriate recognised Bachelor's degree or National 
Diploma with Setswana as a major subject • Specialisation in Translation will 
serve m a strong recommendation • Excellent command of English •Two years' 
proven translation and editing experience • General computer literacy 
• Successful completion of a departmental translation and editing test • Good 
written and verbal communication skills • Ability to work under pressure • 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 . Respond to queries and render 
advisory services to all relevant stakeholders • Give language advice • Exercise 
quality control • Liaise with clients and freelancers. 
Enquiries: Mr NJ Matlala, tel. (012) 441- 3648. 

Human Resource Practitioner: Performance 
Management (2 Posts) 

CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT 
Salary: R117 501 per annum (Ref. 46595/8) 

Requirements: • An appropriate three-year degree or National Diploma in 
Human Resource Management or related field • Experience in the 
implementation of performance management in the Public Service • Good 
communication skills (verbal and written) • Computer literacy • Good planning 
and organising skills • 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 • Provide support 
service towards the implementation of PMDS in the Department • Prepare 
assessment documents for the moderating committee meetings • Provide advice 
on the developing of Performance Agreements and Personal Development Plans 
• Advise line and support functionaries on the PMDS • Assist with the 
formulation of performance standards for the Department. Monitor compliance 
with PMDS in the department. 
Enquiries: Ms Z Melaka, 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 filling of these posts. Persons whose transfer/promotion/ 
appointment will promote representivity will therefore receive preference. An 
indication in this regard will expedite the processing of applications. People 
with disabilities are encouraged to apply. 
Applications most be submitted on Form Z83, 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 two recent and contactable referees) and certified copies of the 
applicant's ID and educational qualifications. It is the applicant's responsibility to 
have famine uualifications evaluated by the South African Qualification Authority 



of the Sub-directorate: Language Policy Development for strategy formulation 
and planning. Implement mechanism for NLS' co-ordination efforts in creating 
synergy between NLS and Language Units (Ws) at national and provincial levels 
. Give language advice to Government departments and other relevant 
stakeholders. 
Wet The above-mentioned post was previously advertised. People who 
applied previously are encouraged to apply. 
Enquiries: Ms Z Maloka, tel, (012) 441-3730. 

Assistant Director: Performance 
Management (PMDS) 

CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT 
Salary: 8174 243 per annum (Ref. 46595/4) 

Requirements: • An appropriate three-year degree/National Diploma in Human 
Resources or related field • Experience in the implementation of performance 
management in the Public Service • Good organisational, planning, networking 
and analytical skills • Strong communication skills, both written and verbal 
coupled with good interpersonal relations • basic supervisory experience 
. Extensive knowledge of the Public Service Act, Public Service Regulations and 
Guidelines for the performance management and development in the Public 
Service. 
Key performance areas: • Assist with the implementation of Performance 
Management and Development systems for all levels in the Department 
. Provide expert advice to top management, line managers and all employees of 
the Department on all issues pertaining to the implementation of performance 
management • Monitor end ensure compliance to the PMDS policy by all 
employees of the Department by ensuring that all employees submit their 
performance agreements on time and quarterly reviews are also done on time 
• Render advisory services in the Moderating Committees • Ensure logistical 
support is provided during the moderation process • Manage statistical data on 
PMDS. Assist Unit Heads In developing performance standards that are aligned 
to strategic plans of the Department • Assist with the development and 
improvement of policy provisions on PMDS policies • Train, supervise and 
develop staff under his/her control • Assist with report writing, monitoring and 
evaluation and presentations. 
Enquiries: Ms Z Melaka. tel. (012) 441-3730. 

• Advise line and support functionaries on the PMDS • Assist with the 
formulation of performance standards for the Department• Monitor compliance 
with PMDS in the department. 
Enquiries: MS Z Maloka, tel. (012) 441-3730. 

The Department of Ads and Culture is an equal opportunity affirmative action 
employer and H is the intention to promote representivily in the Public Sector 
through the filling of these posts. Persons whose transfer/promotion/ 
appointment will promote representivity will therefore receive preference. An 
Indication In this regard will expedite the processing of applications. People 
with disabilities are encouraged to apply. 
Applications most be submitted on Form Z83, obtainable from any Government 
department or online at www.govya ALL SECTIONS OF THE Z83 MUST BE 
COMPLETED. The application form should be accompanied by a comprehensive 
CV (including two recent and contactabie 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 
(SAGA) 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. 
Netet• 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 and verification of qualification • Successful candidates wig 
be required to sign a performance agreement within three months of assumption 
of duty • Correspondence will be limited to short-listed candidates only • If you 
eo not hear from us within three months of the closing date, please assume that 
your application was unsuccessful. The Department reserves the right not to fill 
any of these positions. 
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 at Ads and Culture, Private Bag X897, Pretoria 0001. 
Applications can also be hand delivered to the Department of Arts and 
Culture, Kingsley Centre, 2nd Floor, cm Church and Beatrix Streets, Arcadia, 
Pretoria. 
Closing date: 13 October 2008. 

Human Commur.ations 46595 



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: 	 CHIEF SECURITY OFFICER 

NATIONAL SYMBOL POPULARISATION. 	 CHIEF DIRECTORATE: NATIONAL ARCHIVES 

CHIEF DIRECTORATE: NATIONAL ARCHIVES 
Salary: R 117 501 per annum (Ref. 1541008) 

• • 
Salary: R 407 745 per annum (Ref. 154/001) 	

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 

REQUIREMENTS: *An appropriate three year degree / National diploma in areas such as relevant experience •Registration with SIRA and minimum of Grade 8 management certificate • 
Marketing. Communications and Media Studies and extensive relevant experience •Knowledge •A valid drivers license •Appropriate experience in security as well as general administration'; 
of heraldry and the national symbols •Corapetence in programme design and development *Knowledge of and experience in at security related duties and functions as per Minimum 
•Competence in conducting research *Ability to work under pressure •People management and Information Security Standards (MISS document) and the application thereof, Fire Arms Control : 
project management skills •Good Interpersonal skills •Above average computer skills Act, Occupational Health and Safety Act, Protection of Information Act, Access to Information Act 
•Preparedness to travel extensively. 	 and Control of Access to Pubbc Premises and Vehicle Act •Knowledge and experience In'. 
KEY PERFORMANCE AREAS: •The incumbent will be responsible to further the mandate of supervision of security and reception staff •Security control room and reception management : 
nation building and social cohesion through national symbols •Promote knowledge on South .Knowledge of operating fire detection and extinguishing systems as well as CC1V and access 
African National Symbols to at South African citizens through various communication activities control systems •Training of security officers; security awareness training •Good communication • 
•Co-ordination of special projects such as the popularisation of National Symbols. Heritage Day, skills (written and verbal) and interpersonal relations *Computer literacy •The Incumbent of this 
National Orders Award Ceremony and the Flag in Every School •Develop policies in relation to position will be expected to work irregular hours. 
areas of focus •Conceptualise and execute public programmes •Develop an operational KEY PERFORMANCE AREAS: The successful candidate will: •Assist with security policy 
framework for monitoring and evaluation of projects. 	 formulation •Security administration •Supervise security officers and reception personnel *Train 
ENQUIRIES: Mr. N. J. Mutate, Tel.: (012) 441 3648. 	 security officers and reception personnel •Present security awareness training to staff, visitors 

and contractors •Investigate security incidents and breaches •Report security incidents and'. 
ASSISTANT DIRECTOR: 	 risks *Supervise and assist with contingency matters •Monitor and report on security : 

Implementation and compliance *Security audits and inspections .Assist Wrth the issuing and` 
PLAYHOUSES, ARTS AND CULTURE FESTIVALS 	returning of keys •Lock/unlock offices when necessary •Issue and return access control identity', 

DIRECTORATE ARTS AND COMMUNITY LIAISON 	 cards •Escort esitors/contractors/personnel •Responsible for Access / Exit control duties : 
Salary: R 174 243 per annum (Ref. 154/002) 	 including searching •Operate the fire detection and extinguishing system as well as the CCTV? 

and access control systems •Monitor CCTV *Safekeeping of keys *Visit and inspect sites and 
REQUIREMENTS: •A three year degree or National diploma in Arts or related fieki *Proven 
experience in management and governance of Playhouses and an understanding of the Arts and W art back ' 
Culture Festivals environment / landscape *Good verbal and written communication skills ENQUIRIES: Mr. N. J. Matlala, Tel: (012)441-3648, 
• Knowledge of relevant arts pollees, acts and regulations •Computer literacy •Experience in SECURITY ADMINISTRATION OFFICER project co-ordination and management .Valid clovers license. 
KEY PERFORMANCE AREAS: *Align the work of Playhouses (Performing arts Institutions) to 	 CHIEF DIRECTORATE: NATIONAL ARCHIVES 

the Department's objectives •Monitor and evaluate the implementation of Departmental policies 	 Salary: R 94 326 per annum (Ref. 1541007)  • 
by the Playhouses •Provide support to all processes leading to the appointment of Council REQUIREMENTS: •Grade 12 Certificate with a minimum of 2 years related experience-. 
Members .Implement strategies for sustainable arts and culture festivals .Assist in developing •Registration with SIRA and minimum of Grade B certificate •Knowledge and experience in 
new programmes and partnerships with Funding bodies, other possible fenders and donors security related duties and security administration •Valid drivers license •Knowledge and 
• Monitor and evaluate funded festivals •Develop and maintain the database of all Arts and experience in the application of the Minimum Information Security Standards (MISS Document), : 
Culture Festivals in South Africa. 	 Fire Arms Control Act, Occupational Health and Safety Act, Protection of Information Act, Access'. 

ENQUIRIES: Ms. Z. Melaka, Tel.; (012) 441 3730. 	 to Information Act and Control of Access to Public Premises and Vehicle Act •Knowledge and : 
experience in operating fire detection and extinguishing systems as well as CM and access  

ASSISTANT DIRECTOR: 	 control systems •Good communication skills (written and verbal) and interpersonal relations;   
• Computer literacy •Successful candidate will be required to work shifts (including night shifts); 

GRAPHIC DESIGN: HERALDRY (3 Posts) 	as well as irregular hours.  

CHIEF DIRECTORATE: NATIONAL ARCHIVES 	 KEY PERFORMANCE AREAS: The successful candidate will: •Implement Departmental • 

Salary: R 174 243 per annum (Ref. 154/003) 	 security policies and procedures •landling Information security administration •Assist with 
security awareness training •Assist with contingency matters *Assist with renewal / new security • 

REQUIREMENTS: •A National Diploma in Graphic Arts majoring in Graphic Design or an tenders *Assist with security contracts and tenders 'Assist with service 'der administration 
equivalent recognised qualification •  An ability to leam heraldic design principles •Abilit),  to *Maintain filing system *Be responsible for key and access card control *Escorting of 
. produce finished designs in colour by utilising drawing instruments *Willingness to team the art ,snorec - - • • . ontractorsrnersonnel *Conducting of security patrols and inspections *Operate fire 
of calligraphy *Ability to work alone and concentrate for long periods of time. detection and extinguishing systems •Investigate security incidents •Implement security 
KEY PERFORMANCE AREAS: •Production of finished artworks on certificates and for the emergency procedures •Report on security incidents and risks. 
Register of the Bureau of Heraldry •Core artworks involves the design of the coats of arms •The ENQUIRIES: Ms. P. Mulaudzi, Tel.: (012) 441-3716. 
preparation and maintenance of a record of performed work •ihe maintenance of a card index 

•system of registered designs *Additional and related tasks as delegated by the project manager. 	SENIOR SECURITY OFFICER GR II (4 Posts) 
ENQUIRIES: Ms. P. Mulaudzi. Tel: (012) 441 3617. 	 CHIEF DIRECTORATE: NATIONAL ARCHIVES 
NOTE: •Short listed candidates will be required to do a competency assessment. They should 	 Salary: R 94 326 per annum (Ref. 154/008) 	 . • 
submit a comprehensive portfolio at the interview. 	 REQUIREMENTS: •Grade 12 Certificate with a minimum of 2 years related experience : 

*Registration with SIRA and minimum of Grade B certificate *Knowledge and experience in 
ASSISTANT DIRECTOR: SECURITY SERVICES 	security related duties •Valid drivers license •Knowledge and experience in the application of. 

CHIEF DIRECTORATE: NATIONAL ARCHIVES 	 the Minimum Information Security Standards (MISS Document). Fire Arms Control Act : 
Salary: R 174 243 per annum (Ref. 1541004) 	 Occupational Health and Safety Act Protection of Information Act, Access to Information Act and : 

REQUIREMENTS: •A three year National diploma in Security Management with a minimum of 2 Control of Access to Public Premises and Vehicle Act •Knovdedge and experience in operating 
years relevant experience •Registration with SIRA and minimum of Grade A management fire detection and extinguishing systems as well as CCTV and access control systems •Good 

communication skills (written and verbal) and interpersonal relations *Computer literacy  certificate •A valid drivers license .Appropriate experience in security as wet as general 
administration •Knowledge of and experience In all security related duties and functions as per •Successful candidate will be required to work shifts (including night shifts) as wet as irregular 

Minimum Information Security Standards (MISS document) and the application thereof. Fire hours. 
Arms Control Act, Occupational Health and Safety Act Protection of Information Act, Access to KEY PERFORMANCE AREAS: The Surrvcsful candidate will be responsible for •Assist with 
Information Act and Control of Access to Public Premises and Vehicle Act •Knowledge and Access 1 Exit control duties including searching •Reception duties •Completion of registers 
experience in supervision of security and reception staff •Security control room and reception •Issuing and retuming of keys *Safekeeping of keys •Locking / unlocking of offices when 
management •Knowledge of operating fire detection and extinguishing systems as well as necessary *Issuing and returning of access control identity cards •Escorting of visitors / 
CCTV and access control systems •Training of security officers; security awareness training contractors / personnel •Conducting of security patrols and inspections *Operating of the fire 

' .Good communication skills (written and verbal) and interpersonal relations •Computer literacy detection and extinguishing system •Operating of the CCTV and access control systems •CCTV 
• 

 
.The successful candidate wit be required to work irregular hours. monitoring *Investigation of security incidents *Implementing of security emergency procedures 

KEY PERFORMANCE AREAS: The successful candidate will: •Assist with security policy and •Reporting on security incidents and risks. 
procedure implementation •Security administration *Manage and update the electronic access ENQUIRIES: Ms. P. Mulauclzi, Tel.: (012)441-3716. 
control, CCTV and fire prevention systems •Create, interpret and report on security 	  
management information •Administrate security tenders •Manage security contracts and service The Departinenl of Arts and Culture is an equal opportunity affirmative action employer and it is the 

providers *Supervise security and reception personnel *Train security officers and reception Intention to promote representativity In the Public Sector through the filling of these posts. Persons 

personnel •Present security awareness training to staff, visitors and contractors •Investigate 'h." transfer ' promotion I .Pi.4"...."4  Pram'aa raareaantawkY `'''W therefore  cal"  preference. '.  

•security incidents and breaches •Report security incidents and risks •Supervise and assist with 
An indication in this regard will expedite the processing of applications. People with disabilkies are 

contingency matters •Monitor and report on security •Perform security audits and inspections encouraged  W  apply. 

• Implement key control •Control access / exits *Attend meetings and report back 	 Applications must be submitted on Form Z83, obtainable from any Govemment department or online at 
www.govaa. ALL SECTIONS OF THE 283 MUST BE COMPLETED. The application form should 

ENQUIRIES: Mr. N. J. Maliala, Tel: (012)441 3648. 	 be accompanied by a comprehansi. CV (including two re.nt and contectable refer.$) and 
CERTIFIED .pies of the applicant's ID and educational qualifications. It is the applicant's '  

ADMINISTRATIVE OFFICER 	 responsibility to have foreign qualifi.tions evaluated by the South African Qualification 

CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT 	 Authority (SAQA) prior to the .I.tion process. Applicants applying for more than one post 

Salary: R 117 501 per annum (Ref. 154/005) 	 must submit a separate 083 form (as well as the documentation mention.I above) in respect of 
each post they apply for. If an applicant wishes to withdraw an application it must be done in 

REQUIREMENTS: •A three year degree or National diploma er Human Resource Management, writing. Failure to submit the required documentation will automatically disqualify applications. 
Public Management and Administration or related field or a Senior Certificate with a minimum of No faxes or e-mails will be accepted. The Department reserves the right not to fill the above 
3 years relevant experience •Good communication (verbal and written) and interpersonal Ells post(si. 
*Problem solving and analysing skills •Good planning and organising skills *Ability to take PLEASE NOTE: *Ali successful candidates will have to undergo security clearance and their 
initiative *Computer literacy *Knowledge of administrative procedures, policies and procedures appointments roll be provisional pending the outcome of a security clearance •Suce.sful candidates 
relating to Human Resource Management •Knowledge of office administration including will be required to sign a performance agreement within 3 months of assumption of duly. 
preparation of submissions *Knowledge of an electronic document management system. 	*Correspondence will be limited to shornlisted candidates only •  an you do not hear from us within 3 : 

 KEY PERFORMANCE AREAS: .Manage workflow in the Chief Directorate: HRM •Provide months after the closing date, please assume that your application was unsuccessful. 

administrative support with regard to finandal administration and provisioning administration Arl - POSITIOrre ARE BASED. ,  IPREMMA. 

matters •Ensure proper record keeping •Take minutes and keep record of proceedings of the Please forward your application, quoting the relevant reference number and the name of this • 
Chief Directorate's meetings •Acknowledge receipt of correspondence addressed to the Chief pubbcation to: The Director. Human Resource Management Department of Arts and Culture, Private , 

. Director's Office and follow up on acevibes / decisions •Arrange seminars, conferences and Bag X897. Pretoria, 0001. Appli.tions can also be hand delivered to the Department of Arts and! 

workshops •Perform any other office administration tasks as instructed by the Chief Director. CORM. Kingsley Centre, 2"' Floor, Cnr Church and Beath* Streets, Arcadia, Pretoria. 

ENQUIRIES: Ms. S. Maloka, Tel, 1012) 4.41-3730. 	 Closing date: 24 October 2008. 
.... 	...... 	. 



arts and culture 
Department 
Arts and Culture 

14‘, 	REPUBLIC OF SOUTH AFRICA 

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

Deputy Director: Language Policy Development 
All-inclusive remuneration package: 8344 052 per annum (Ref: DD01) 

Requirements: • A recognised Bachelors degree in Linguistics specialising in Sociolinguistics or equivalent 
• 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 project • 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 rot players on matters relating to Language Policy Implementation 
•Work very closely with the Head of the Sub-Directorate: Language Policy Development for strategy planning 
and formulation • Implement mechanisms for NLS coordination efforts In creating synergy between NLS and 
Language Units (LUs) at national 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 package, Including e-mail, calendar and contacts database • 2 year's secretarial experience, 
including experience in office/telephone etiquette, document tracking, administrative practices, conference and 
meeting procedures, photocopying, faxing and ongoing tiling • Good interpersonal as well as verbal and written 
communication skills • Professionalism • Must be organised and diligent • Attention to detail is of paramount 
importance • Exceptional organisational skills • Meticulous and assertive • Abiliry to multi-task. 
Key performance areas: • General 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 electronically • Effective telephone screening, routing of calls and taking 
messages • Research for content of presentations on PowerPoint • Ensure senior is equipped with necessary 
documentation for meetings • Take minutes of meetings • Receive visitors and arrange parking • Process 
subsistence and travel claims • Responsible for making travel and accommodation arrangements • Ensure 
efficient information flow (letters, a-mails and documentation) with and between internal and external 
stakeholders • Ensure information is on record and readily available when required. 
Enquiries: Mr NJ Matlala, tel: (012) 441-3648. 

Internal Auditor 
Salary: R117 501 per annum (Ref: IA01) 

Requirements: • An appropriate 3-year degree or National diploma with majors In Auditing/Internal Auditing 
and Accounting • 1 year's experience in internal auditing • Extensive knowledge of the standards for the 
Professional Practice of Internal Auditors (SPPIA), Public Finance Management Act and Treasury Regulations, 
coupled with good written and verbal communication skills as well as analytical and interpersonal skills 
•Ability to work under pressure, meet tight deadlines and be target-driven • Computer literacy. 
Key performance areas: • Prepare system descriptions and flowcharts • Develop the 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 supervisory regularly on the 
progress of the audit • Observe protocols during interviews with managers • Assist In the administration of the 
Internal Audit Activity. 
Enquiries: Ms P Mulaudzi, tel: (012) 441-3716. 

Cultural Officer: Visual Arts 
Directorate Multimedia 

Salary: R117 501 per annum (Ref: C001) 
Requirements: • Bachelor's degree or a 3-year National diploma In Public Administration or Social Sciences 
or any other related area • Experience in, and knowledge of, the Visual Arts sector in South Africa will be 
an advantage • Al least 3 years' experience In administrative tasks such as compiling documents, arranging 
meetings and minute taking • Knowledge of processing payments, procurement procedures and transport 
arrangements will be an advantage • Experience in managing and maintaining a filing system • Computer 
literacy • Good English writing skills. 
Key performance areas: The main responsibility is to assist the staff of the Multimedia Directorate and deal with 
matters pertaining to the responsibility of the Directorate. This includes the following: • Assisting with the daily 
administration in the Directorate especially In the Visual Arts sector • Addressing enquiries received from the 
Visual Arts fraternity • Preparing submissions and all other required documents related to Visual Arts • Taking 
minutes at meetings and following up on decisions taken • Processing all approved requisitions, payments 
and monitoring projects funded by the Department • Handling travel arrangements and payments of service 
providers • Liaising with other stakeholders such as Governments departments, provincial and local authorities. 
Enquiries: Ms Z 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 representatIvily In the Public Sector through the filling of these posts. Persons 
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 
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 the application form should be 
accompanied by a comprehensive CV (including two recent and contestable referees) and certified 
copies of the applicant's Iti and educational qualifications. It is the applicant's responsibility to have 
foreign qualifications evaluated by the South African Qualification Authority (SAGA) 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 en application it must he done In writing. Failure to submit the required documentation will 
automatically disqualify applications. No faxes or e-mails will be accepted. 
•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 • Successful candidates will be required 
to sign a performance agreement within 3 months of assumption of duty • Correspondence will be limited 
to shortilsted candidates only • If you do not hear from us within 3 months after the closing date, please 
assume that your application was unsuccessful. 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 )(897, Pretoria 
0001. Applications can also be hand delivered to the Department of Arts and Culture, Kingsley Centre, 
ri Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria. 
Closing date: 10 November 2008. e.■••• 	loOrestmuvos 
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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 (Rat 1807001) 
REQUIREMENTS: *A recognised three-year Bachelor's degree cr National dolma en Logistics Management I Purchasing 
Management I Public Administraion *Knowledge of and experience in asset management •Apification of knowledge of the 
Treasury Regulations, Pak Finance Management Preferential Procurement Polky Framework Ad and other related regulations 
and ifiewffits •Solelisoffi doom •Corneae literacy (MS Woad and Excel) *Knowledge of and experience in LOUIS, HAS, 
BAUD and Assetabo •Good communication, wifing and interpersonal skills *Mit to work accurrifilY and MthadicallY .Ability 
b work under presses,  and denier exerting blight deadlines. 
KEY PERFORMANCE AREAS: The successful applicant wit be required to.. .Execute delegated powers with regards to ensuring 
effective end effident management of mob .Ensure P.P. .)bother  dwide. In terms of standard nitioifilifiti 4Vwfxrifiifiti of 
assets (quarterly) •Dispossl of asset •Ensure optimal oblation of assets *Prepare relevant report (monthly) •Monthly 
reconciliation ol asset between the Asset Register and the General Ledger (BAS) •Maintain Assel Register and canto] ban 
wiling of assets •Mansgement of departmental celblar telephones. 
ENQUIRIES: Ms Petunia Mulaudri, Tel.: (012) 441-3716. 

HR PRACTITIONER: LABOUR RELATIONS 
CHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT 

Salary: R 117 501 par annum (Ref. 1901002) 
REQUIREMENTS: •An appropnale degree or rehear diploma In Labour Relations or Human Resource Management 
*Knowledge of human resource management field and labour relations incases and procedures *Good interpersonal, liaison 
and communication skits tureen end verbal) .Abby to wen under pressure and tong hours when required *Good computer and 
database management skits *Self-mottled and creative *Suavity As classified information *ninny to handle different projects 
at the sane the *Planning and organising •Recalls management •Knowledge of PERSAL 
KEY PERFORMANCE AREAS: The successful applicant MD be required to: •Provide administrative support to the Ste 
Cinedorate: Labour Relations •Ensure that relevant report are campied in line with employment law requirements *Provide 
basic advice and guidance of labour releons •Corordinte investigafions on grievances and misconduct cases •Manage the 
records for the SutOirectorate •Maintain and manage the database Ter all cases in the Depariment • Provide secretariat service 
to vete  .s of labour relations section *Capture information on PERSAL eth regards to labour Niacin., matters. 
ENQUIRIES: MS Zandie Maloka, Tel.: (012)441-3730. 

The Departinerd of An and Ware is en equal opportunity affirmative new employer and h is our intention to promote 
representatirity in the Department through the filing of these posts. Persons whose transfer 1 promoion i appointment MI 
pmmoteropwentotiinyw6 therefore receive preference. An Indication in this regard wil expedia the processing of applications. 

Pee •la with disabilities are encoura • ad to a • •1 
Application, must be submted an Form Z83, obtainable from any Government department or online at wwegov.ra. ALL 
SECTIONS OF THE Z03 MUST BE COMPLETED. Application form(s) should be accompanied by a comprehensive CV 
(including two recent and connectable 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) Applicants applying for more than one post must submit a separate 083 form lea well as 
the documentation mentioned above) In respect of each post they apply for. K an applicant wishes to withdraw en 
application it eel be done in writing. Failure to submit the required documentation wit automatically disqualify 
applications. No faxes or emelt Mt be accepted. The Department reserves the right not to fill the above post(s). 

PLEASE NOTE: •Applicant must note that ether checks wall be conducted once they are short-fisted and that their appointment 
is subject to positive outcome of these checks, which includes sew* clearances and vetting, qualifications and empoyment 
history verificaieri identity and criminal records. .Successful candidates wU be required to sign a performance agreement withal 
3 mores of assumption of duty *Correspondence MI be tinted to shorilisted canifidates only ell you do not been from on within 
3 months after the dosing dale, please assume that your application was unsuccessful. 

All pi/shies are based in Pretoria. 
Please famed your apptication, quoting the recant reference number 8 the were of this puffitation to: The Director. Human 
Resource Management. Depement of Arts in Were, Mg X897, Pretoria, 9001. Applicators can also be and delivered to the 
Department of Arts & Culture :  Wesley Cenhe. 2nd Moor. Cnr Church a Beads Street, Ansadia. Pretoria. 

Closing date: 5 December 2008. 
URS A.D901. 
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Applications are invited from suitably qualified and experienced candidates to fill the following posifions: 

ASSISTANT DIRECTOR: ASSET MANAGEMENT 
DIRECTORATE: SUPPLY CHAIN AND ASSET MANAGEMENT 

Salary: R 174 243 per annum (Ref. 1901001) 

REQUIREMENTS: *A recognised three-yew Bachekes degree or National diploma in Logistics Management / Purchasing 
Management / Pablo Administration •Knowledge of and experience in asset management •Apptication of knowledge of the 
Treasury Regulations, Public Finance Management Preferential Procurement Policy Framework Act and other related regulations 
and prescripts •Supervisory skills •Computer literacy (MS Word and Excel) •KnovAedge of end experience in LOGIS, BUS, 
BAUD and AssetPro •Good communication, writing and interpersonal skate *Abitity to work waratilly end methodically •Abitity 
to work under pressure end-deliver Dreading to tight deadlines. 

KEY PERFORMANCE AREAS: The suosessful applicant cell be required for •Execute delegated pavers with regards o ersuring 
effective and efficient management of assets *Ensure proper relocation of codas in terms of standard accounts •Verification of 
assets (quarterly) *Disposal of assets *Ensure optimal utilisation of assets •Prepare relevant reports (monthrv) •Monthly 
reconciliation of assets between the Asset Register and the General Ledger (BAS) *Maintain Asset Register and control bar-
coding of assets •Management of departmental cellular tdephones. 

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

HR PRACTITIONER: LABOUR RELATIONS 
CHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT 

Salary: R 117 501 per annum (Ref. 190/002) 
REQUIREMENTS: 	eppropdate degree or National dipl rreet Labour Relations or Human Resource Management 
•KnovAedge of human resource management fold and labour relations processes end procedures *Goad interpersonal, liacon 
and communication skits (written and verbal) *Ability to work under pressure and Long hours when required *Good computer and 
database management skills •Self-motivated end creative *Sensitivity to classified 'realisation *Ability to handle afferent projects 
et the sane time •Planning and organising •Records management •Knowledge of PERSAL 

KEY PERFORMANCE AREAS: The EtICCIMilli applicant will be required to: •Provide administrative support to the Sub. 
Directorate: Labour Relations •Ensure that relevant reports are compiled in line with employment law requirements .Provide 
basic advice and Odense of labour relations •Co-orrinate investigations on grieves see and misconduct eases •Manage the 
records for the Sub-Dinactotate •Meintan and manage the database for all cases in the Deparenent .Provide socrelariat service 
to various meetings of labour relations section •Capture information on PERSAL with regards to tabour relations matters. 

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

The Deparhnent of kts aid Culture is an equal opportunity affirmative action employer and it is our intention to promote 
representathdy in the Deportment through the filling of these posts Persons whose transfer / promotion / appointment wtil 
promote representativity will therefore receive preference. An Inliceticn in this regard wffi expedite the processing of applications 

Apr' 	is must be submitted on Fern Z83, obtainable from any Government department or online at wrose.govin. ALL 
SE. 	• OF THE zas MUST BE COMPLETED. Application form(s) should be accompanied by a comprehensive CV 
(incit.rng two recent and contestable referees) and CERTIFIED copies of the applicants ID and educational 
qualifications. N Is the applicants responsibility to have foreign qualMeations evaluated by the South African 
QualMcation Authority (SAGA) Applicants applying for more than one poet must submit e separate 503 form (as well as 
the documentation mentioned above) In respect of each post they apply for. If an applicant wishes to withdrew an 
application It must be clone in writing. Failure to submit the required documentation will ardomatically disqualffy 
applications. No faxes or e-mails will be accepted. The Deparbnent reserves the right not to MI the above pestle). 

PLEASE NOTE: .Applicants must not the furfixr diens will be conducted once they ere short-fisted and that their appointment 
is subject to posed outcome of these checks, whith includes security clearances and vetting, qudificetions and employment 
history verifications, identity end criminal records. •Successful candidates will he required to sign a performance agreement within 
3 months of assumption of duty •Correspondence will be United to short-listed candidates only .11 you do not hear from us entire 
3 months after the dosing date, please assume that year application was unsassessffil. 

All positions are based in Pretoria. 

Please forward your application, quoting the relevant reference number & the nane of Ads publication to: The Director Human 
Resource Management Department of Arts & Culture, P/Beg Kati], Pretoria, =M. Applications can also be hard delivered tote 
Department et Arts & Culture, 13ngsley Centre, 2nd Boor, Cnr Church & Beatrix Streets, Arcade, Pretoria. 

Closing date: 5 December 2008. 

ii 
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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) 
Requirements: Applicants must be in possession of a relevant 3-year Bachelors degree. The 
following will serve as strong recommendations: • A good understanding of the heritage sector 
• Strong policy formulation and research skills. Excellent verbal and written communication and 
liaison skills • Analytical and problem-solving skills • An understanding of the importance of 
heritage in meeting broader Governance imperatives • Excellent interpersonal skills and the ability 
to work as part of a dynamic team. 
Key performance areas:. Assist in the implementation of a research and policy agenda for the 
Heritage Chief Directorate • Assist in the formulation and review of heritage policies and legislation 
• Develop position papers and discussion documents • Liaise with heritage stakeholders, including 
other Government departments, statutory institutions and civil society • Facilitate and co-ordinate 
research projects • Supervise and manage service providers and policy 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: • A three-year degree/National Diploma in Human Resource Management or Social 
Sciences or Senior Certificate with at least 4 years experience in the field of Human Resource 
Management • Good understanding of the HR field •Adequate relevant experience • Good planning 
and organising skills • Good communication and interpersonal skills • Analytical thinking and 
innovation/creativity • Policy formulation skills • Ability to work under pressure • Knowledge of 
Government processes and procedures as well as relevant HR prescripts • Knowledge of PERSAL 
• General computer literacy • Client orientation and problem-solving skills • Good understanding of 
relevant legislation. 
Key performance areas:. Draft, edit and place recruitment advertisements • Handle response to 
advertised posts • Recruit temporary/relief employees • Provide HR advice and secretarial services 
during the interviews. Present management reports on recruitment trends within the Department 
of Arts and Culture • Render an effective advisory service on recruitment processes • Liaise with 
other FIR components on employee changes • Manage and supervise employees of the Section: 
Recruitment and Selection• Draft submissions to secure approval for appointment of recommended 
candidates • Ensure processing of payments for advertised posts and recruitment agencies for 
services rendered • Supervisory responsibilities • Administer exit interview questionnaires 
• Facilitate competency assessment and verification of qualifications 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 annum (Ref. 54926/3) 

Requirements: • An appropriate, recognised Bachelors degree, preferably with Afrikaans, 
Linguistics or Translation as major subject(s) • Afrikaans as a first language • Excellent command 
of English • At least 5 years' proven editing and translation experience • Proven general computer 
literacy • The ability to edit and translate text electronically • Successful completion of a 
departmental editing and translation test • Good written and verbal communication skills • The 
ability to work under pressure • Good interpersonal skills • Knowledge of the National Language 
Policy. 
Further recommendations: • A postgraduate qualification in Translation • Experience in editing and 
translating publications in the public sector. Experience in editing and translation legislation • SATI 
accreditation as a translator and/or editor, and/or accreditation as a sworn translator in the relevant 
language(s). 
Key performance areas: • Edit in Afrikaans, and translate from English into Afrikaans, a wide 
variety of official documents • Supervise and train subordinates • Exercise quality control over 
internal and outsourced work • Coordinate internal and outsourcing administration • 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 
it is the intention to promote representativity in the Public Sector through the filling of these 
posts. Persons whose transfer/promotion/appointment will promote representativity 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 Z83 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. 
Applicant applying for more than one post must submit a separate Form 2133 (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 emails will be accepted. The Department reserves the right not to fill the 
above-mentioned post(s). 
Note: • Applicant 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 • 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, Pretoria 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 2009. 
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Department: 
Arts and Culture Nimor REPUBLIC OF SOUTH AFRICA 

Hooftaalpraktisyn: Afrikaans 
(REDIGEERDERNERTALER) 

Safaris: R174 243 per jaar (Vero  54926/3) 
Minimum vereistes:• 'n Toepaslike, erkende Baccalaureusgraad of gelykwaardige kwalifikasie, verkieslik 
met Afrikaans, Vertaling of Taalwetenskap as hoofvak• Afrikaans as aerate taal • Ultstekende beheersing 
van Engels • Ten minste vyf Oar bewese ondervinding in vertaling en redigering • Bewese algemene 
rekenaargeletterdheid • Vermoe om op die rekenaar te vertaal en teks te redigeer • Suksesvolle aflegging 
van In departementele toots wat vertaling en redigering behels • Goeie skriftellke en mondelinge 
kommunikasievaardighede • Vermoe om ander druk te werk • Goeie interpersoonlike vaardighede 
• Kennis van die Nasionale Taalbeleid. 
Verdere aanbevelings: • 'n Nagraadse kwalifikasle In Vertaling • Ondervinding in die vertaling en 
redigering van publikasies in die openbam sektor • Ondervinding in die vertaling en redigering van 
wetgewing • SAVI-akkreditering as vertaler en/of redigeerder, en/of akkreditering as geswore vertaler in 
die betrokke taal. 
Sieutelprestasie-areas: • Redigering in Afrikaans, en die vertaling tilt Engels in Afrikaans, van 'n wye 
verskeidenheid amptellke dokumente • Toesighouding aor en opleiding van ondergesklktes • Uitoefen 
van gehaltebeheer op interne en uitbestede week • Koordinering van interne en uitbestedingadministrasie 
• Skakeling met kliante en vryskutwerkers • Taaladvieslewering. 
let wel: Sings kortlyskandidate sal die vereiste toots afle. 
Navrae: Me. Loraine van der Westhulzen, tel. 012441-3755. 
Die Departement van Kuns en Kellner Is 'n werkgewer wat getyke seleenthede voorstaan en dear 
word beoog om verteenwoordiging in die Staatsdierts te bevorder met die out van hierdie paste. 
Penance wie se oorplasing/bevordering/aanstelling verteemvoordiging sal Seconder, sal dus voorkeur 
genial. 'n Aanduiding in did verband sal die verwerking van aansoeke bespoedlg. Gestremde 
persone word aangemoedig om aansoek te doen. 
Aansoeke moot ingedien word op Vorm Z.83, war by enige Staatsdeparlement verknygbaar is, of 
op die Internet by www.gov.za  AIle aldelings can die Z.83 meet ingevul word en die aansoekverm 
• ergesel goon van 'n omvattende CV (insluitende twee oniangse referente met wie in 
• .ng settee kan word) en OORSPRONKLIKE GEINAARMERKTE alskrifte van die aansoeker 
se io-dokument en opyoedkundige kwalitikasie. Olt is aansoekers se verantwanrdelikheid am 
buitelandse kwalifikasies voor die keurIngsproses deur die Suid-Afrikaanse Kwalillkasie-owerheid 
(SAKOI te last evalueer. Pomace war am meer as een pos aansoek done moot aparte Vorm Z.83 
(asook die dokumente Meth° genoem) vir eike pos indien. Indies 'n aansoeker 'n aansoek wil 
onttrek, meet Mt skriftelik Deduce word. Vemuim em die vereiste dokumentasie in te dies, sal 
aansoeke automatics diskwalifiseer. Aansoeke per fake of e-pos word nie aanvaar nle. Die 
Departement behou die rag veer nm bogenoemde pos(te) nie to vul nie. 
Let wel: • Ate suksesvolle kandidate sal sekerheidsklaring most ondergaan en hul aanstellings sal 
voorlopig wees hangende die utsiag van die sekerheidsklaring • Suksesvolle kandidate moot binne drie 
maande na sy/haar aanstelling prestasie-ooreenkoms onderteken. 
ALLE POSTE IS IN PRETORIA 
Rig asseblief Jou aansoek, met vermelding van die toepaslike venvysingsnommer en die naam van 
hierdie publikasie, aan: Die Waarnemende Hooldirekteur Mensehuipbronbestuur, Departement van 
Kuns en Kultuur, Privaatsak X897, Pretoria 0001. Aansoeke kan oak per hand by die Departement 
van Kuns en Ku!tour, Kingsleysentrum, 2e Viper, hook van Kerk- en Beatrisstraal, Arkadia, Pretoria, 
ingedien word. 
Sluitingsdatum: 20 Fe bruarie 2009. 
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arts and culture 
Department: 
Arts and Culture 
REPUBLIC OF SOUTH AFRICA 

 

Director: Risk Management 
BRANCH: CORPORATE SERVICES 

Salary: R615 633 per annum, induding 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 according to the 
individual's personal needs (Ref. 56057/1) 

Requirements: • A Bachelor's degree or National Diploma in Risk ManagemenVAuditing/Finance/ 
Economics/Business Management • Substantial risk management experience • Extensive managerial 
experience • Strategic and leadership capabilities • Client orientation and customer focus • People 
management and empowerment • Project management • financial management, as well as change 
management skills. 
Key performance areas:. Lead, co-ordinate and consolidate the Enterprise Risk Management (ERM) effort 
of the Department • Manage the execution of ERM processes • Develop and review risk management 
strategy and policies, as well as risk limits • Establish and maintain the use of appropriate ERM 
methodologies, tools and techniques • Facilitate enterprise-wide risk assessments and monitor priority risks 
across the Department • Ensure the effective alignment of ERM processes with the internal audit processes 
• Provide training and promote the advocacy of risk management. 
Please note: The successful candidates will be subjected to competency assessment He/she will be 
required to sign a performance agreement within 3 months of assumption 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: • A 3-year degree or National Diploma in Social Sciences, Arts or Humanities • At least 3 
years' experience in the one and culture sector • Lateral and strategic thinking skills • Communication, 
networking and Interpersonal skills • Administrative, organisational, conceptual and writing skills 
• Knowledge of project management principles • The ability to operate Word, Excel and PowerPoint • A 
valid driver's licence will serve as an advantage, 
Key performance areas: Reporting directly to the Deputy Director: Heritage Institutions, the Incumbent will: 

Assist with all matters pertaining to Heritage Institutions and cultural partnerships • Maintain legislation 
and regulations pertaining to Heritage Institutions and assist with the implementation thereof • Assist with 
the appointment of Councils for Heritage Institutions • Liaise with other stakeholders, Governmental 
departments, as well as provincial and local authorities • Assist with the transformation process of Heritage 
Institutions, enabling them to become relevant for all sectors of the population • Address enquiries received 
from the heritage fraternity and the public at large • Undertake working visits to the Declared Cultural 
Institutions to identify needs, problems, strengths, weaknesses and opportunities • Prepare submissions 
and answer Parliamentary questions, letters and correspondence related to heritage issues. 
Enquiries: Ms Zandile Maloka, tel. (012) 441-3730. 

Chief Language Practitioner: Setswana Terminologist 
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE 

Salary: R174 243 per annum (Ref. 56057/3) 
Requirements: • An appropriate Bachelor's degree or equivalent qualification with Setswana as a major 
subject • Specialisation in Terminography/Lexicography will serve as a strong recommendation • At least 3 
years' experience in terminology development or within a translation environment • Project management 
skills • Computer literacy • Excellent written and verbal communication skills • Supervisory skills • Good 
interpersonal skills. 
Key performance areas: • Manage the steps In the terminology development process • Conduct research 
on terminology principles for Setswana • Assist with training and capacity building programmes • Attend, 
take minutes at and keep a working record of terminology working meetings • Update the database • Lead 
allocated terminology projects • Liaise and negotiate with relevant stakeholders • Supervise staff 
• Participate in other projects that are vital to the implementation of the National Language Policy 
Framework. 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) 
Requirements:• An LLB degree or other 3-/4-year legal qualification, plus a minimum of 2-3 years' relevant 
experience • Knowledge of and experience in the Basic Accounting System (BAS), the Public Finance 
Management Act (PFMA), Treasury Regulations and Government financial Policies • Computer literacy (MS 
Office package) • Excellent communication skills (verbal and written) • Good interpersonal relations 
• Research and report writing skills • Management and supervisory skills. A valid Code 08 driver's licence. 
Key performance areas:. 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 • Liaise 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 Glyose, tel. (012) 441-3701. 

The Department of Arts and Culture Is an equal opportunity, affirmative actin employer and It is the 
intention to promote representivity In the Public Sector through the filling of these posts. Persons whose 
transfer/promotion/appointment will promote representivity 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 Z83, obtainable from any Government department or online at 
www.govza ALL sections of the 283 must be completed and signed and the application form should be 
accompanied by a comprehensive CV (including two recent and contestable referees) and ORIGINAL 
CERTIFIED copies el 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 
(SAGA) prior to the selection process. Applicants applying for more than one post must submit a 
separate Farm 283 (as well as the documentation mentioned above) in roped of each post, being 
applied Tor. II 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 a-malls will 
he accepted. The Department reserves the right not to 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 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 OM. Applications can also be hand-delivered to the Department of Arts and 
Culture, Kingsley Centre, 2nd Floor, cnr Church and Beatrie Streets, Arcadia, Pretoria. 
Closing date: 3 April 2009. 
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arts and culture 
Department 
Data and Culture 
REPUBLIC OF SOUTH AFRICA 

Deputy Director: Legacy Project (2 Posts) 
CHIEF DIRECTORATE: HERITAGE 

Salary: R407 745 per annum (Ref 57575) 
(3-YEAR RENEWABLE CONTRACT) 

Requirements:• Degree in Social Sciences, Arts or Humanities or equivalent qualification • Qualification in Project Management 
• At least 44 years relevant experience in project management • Events management experience • Basic knowledge of South 
African legal framework, especially the contractual and intellectual properycopyright law • Understanding of the arts culture 
sector and specifically the heritage sectors and other spheres of Government • Good planning and organising skills • Computer 
proficiency. Good communication skills and interpersonal relations • Tactical and strategic skills • Basic financial and accounting 
stills • Good research skills • Broad knowledge of South African history • Understanding of relevant Government policies •Valid 
driver's licence. Good writing skills. Proficiency in tar more South African languages. 
Key performance areas: • Manage National Legacy Projects • Conceptualise and implement projects • Compile project status 
reports to inform briefing documents, submissions, speeches, presentations, policy inputs, quarterly reports and annual report 
• Hnanclally manage National Legacy Projects • Conceptualise events dealing with the unveiling of national legacy projects 
• Liaise with stakeholders and other Govemment departments. 
Enquiries: Ms NP Maloka, tel. (012) 441-3730. 
The Department of Arts and Culture is an equal opportunity, affirmative action employer and it is the intention la promote 
representivity in the Public Sector through the !Dime of these posts. Persons whose transfer/promotion/appointment will 
promote representivity will therefore receive preference. An indication In this regard 040 expedite the processing of 
applications. People with disabilities are encouraged Is apply. 
Applications must he submitted on Form 283, obtainable from any Government department or online at www.gov2a ALL sections 
of the 283 most be completed and signed and the application form should be accompanied by a comprehensive CV (including 
two recent and contestable referees) 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 South African qualifications 
Authority (SADA) prior to the selection process. Applicants applying for more than one post most submit a separate Form 283 
(an wo' ,s the documentation mentioned above) in respect of each post, being applied for. 11 an applicant wishes to withdraw 
an ; 	Ion, it must he done In writing. failure to submit the required documentation will automatically disqualify 
spot, 	s. No taxes ore-mails will he accepted. The Department reserves the right not to till the above-mentioned posts. 
Please note:. Further checks will be conducted once candidates are shod-listed and appointment Is subject to the positive 
outcome of these checks, which include seal* 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 yam application, quoting the relevant reference number and the name of Ibis publication, to: The Director. 
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria 0001. Applications can also he 
hand-delivered to the Department of Arts and Culture, Kingsley Centre, 2m1 Floor, enr Church and Beater Streets, Arcadia, 
Pretoria. 
Closing date: ?77777 2009. 
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Arrs ena 

	 Application are Malted from suitably quailed and experienced candidates to fill the following positions: 
 

CHIEF FINANCIAL OFFICER 
All4nclusive remuneration package of R 872 275-00 per annum. This May be 

structured in terms of applicable rules. (Rea 227)01) 

REQUIREMENTS: •An appopriate tertiary qualification in Accounting and Finance •A 
relevant post graduate quakfication MI be a recommendation (Ability to provide sound 
technical advise on the performance of the departmental financial system to the Mooed. 
Officer and Line Managers *Ensuring compliance with the provisions of the Public Faience 
Management A« Treasury Regulations and Its Division of Revenue Act •Strong laaderahip 
ability in securing financial resources for the Department to adequately fund the strategic 
Man of the Department &Sound knoMedge of strategic planning process. •ability to 
capitalise on human potential and to build a strong financial delivery team itExcellent verbal 
communicafion and report manna sails. 

KEY PERFORMANCE AREAS: The successful applicant wal be required to: *Execile 
delegated powan with rogerds to ensuring effective and effident management of assets 
*Ensure proper allocation of codes in terms of standard accounts •Verification of assets 
(quarterly) al/spout of assets *Ensure «timid utilisation of assets .Prepare relevant 
reports (monthly) eMonthly reconciliation of assets between the Asset Register and the 
General Ledger (SAS). 

NOTE: The short-listed candidates will be subjected to a conmethncy assessment The 
successful candidate must («dose his/her financial interests. 

ENQUIRIES: Ms Zandie Melaka, TM: (012)441 3730. 

PROVINCIAL CO-ORDINATOR: GAUTENG 
CHIEF DIRECTORATE: INVESTING IN CULTURE 

Remuneration package: R 401 74500 per annum (Ref. 227102) 

REQUIREMENTS: eMatric aft an appropriate date year Sachet«. degree or equivalent 
with experience .Knowledge and understanding of arts, culture end heritage sector as well 
ea goaemment imperatives within EPWP framework *Project management skills eValid 
drivers licence •Good understandng of sensithay to diverse cultural prod«. codify to 
function independently eAbilty to work under pressure *Proven track record of involvement 
al community level •Knowiedge of the provincial official languages will be en added 
advantage. 

KEY PERFORMANCE AREAS: *Reporting to the Director. Westing in Culture aloe 
incumbent wil support the planning. implementation, montrodng and reporting of projects in 
the province •Liaise and cooperate with provincial departments, local thstionties and 
community-based structur. and 'elem. stakeholders *Assist beneficiaries in demloping 
business plans, contracts and training interveralons .Provide support In the Dreclor when 
the need anus. 

NOTE: The shortlisted candidat. vat be subjected to a «mpetency test. 

ENQUIRIES: Ms Zandde Media, Tel.: (0121441 3730. 

DEPUTY DIRECTOR: BILATERAL RELATIONS 
CHIEF DIRECTORATE: INTERNATIONAL RELATIONS 

Remuneration package: R 344 052-00 per annum (Ref. 227103) 

REQUIREMENTS: *Applicant, mml be it possession of an appropriate three year 
Bacheloaa degree or equivalent qualification. coupled with a good understanding of Ms and 
Culture sector in South Africa and an understanding of the relationship between the 
international and cultural sectors Menkents should be well weed in the function, 
+strategies and objectives of the Deparenont, der foreign policy imperatives of Government as 
well as the arts •larevieus experience in international relations eAppicants neat be willing to 
travel nationally and internationally • Excellent mitten and verbal sermonic.. and lialeorl 
skills .Computer literacy ePtanning and organisational skills *Quality or orientation 
eraulyticalskals •Strategic and innovative thinking •Shona intememonal Oda 

KEY PERFORMANCE AREAS: *The successful candidate AS report to the Director. 
Siete« Relations and tell manage an ass4rual region, i.e. Bilateral Relations. This will 
entail «arra. departmental objectives and initiatives by: •liaising with government 
departments and Embassies *Servicing bilateral agreements *Managing cultural exchange 
programmes elarnimising international development and training opportunities eUaisIng Noah 
the provincial departments, parestatais and assmiated institutions regarding intarnaticnal 
exchange •Developing policy and stratagem in alignment with national objectives 
.0p:bathing arts and culture as a tool in the branding of SA internationally •Managing 
partidpation In major international events *Strategically identify and optimise opportunities 
for South Africa participation in international are and culture events. 

NOTE: The shortaisted candidates will be subjected to a competency ...Sanaa 

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

CHIEF LANGUAGE PRACTITIONER: ISIZULU 
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE 

Salary: R 174 243 per annum (Ref. 227104) 

REQUIREMENTS: On appropriate Bachelo?s degree or equivalmt qualification Met IaZldu 
as a major subject .Specialisation in tertninography / lexicography ail serve as a strong 
recommendation *At least 3 years' experience in terminology development or translation 
environment *Praia« management skis *Computer literacy •Excellent written and verbal 
communication skills •Supervisory skins *Goad interpersonal skills. 

KEY PERFORMANCE AREAS ...Manage the steps in the terminology develop... process 
*Research on terminology principles on the respective language *Assist in Mining and 
capacity balding programmes •Attend terminology worldng meetings •Minute and keep a 
working recent of terminology working meetings •Update the database •Lead allocated 
teminolegy projects eLiaiae and regotierO with the relevant stakeholders .Supervise staff 
(Participate Cr other projects that are vital to Ore implementation of the National Language 
Policy framework *Prepare end make presentations on language related issues. 

ENQUIRIES: Mr Joey Margte, Tel.: (012)441 3643 

PRINCIPAL LANGUAGE PRACTITIONER (3 Posts) 
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICES 

isiNdebele, Tshivenda and Xitsonga 
Salary: R 145 920 per annum (Ref. 227105) 

REQUIREMENTS: •Applicants must be in possession of an appropriate Bachelor's degree 
or equivalent quatification with one of the fisted mother tongues as a major staled 
*Speciaisation in terminograptry / lexicography 00 serve as a strong rani...deli« era 
Nast 2 yeas' experience in a language environment will be an advantage •Computer 
kteracy •Emellent written and masa/ communication slab :the Math to work as pan of a 
team are very important. 

KEY PERFORMANCE AREAS: eResearch on terminology ;rand*. an the respective 
language •Manage terminological tasks *Sanjay equivalents in the respective language 
(Attend terminology working meetings Mara. and keep a warthog record of temanology 
work.) meetings •Update database *Iced allocated lenninabgy projects *Liaise end 
collaborate with experts and the relevant external stakeholders :CO-ordinate terminology 
pro acs. 

ENQUIRIES: Mr Joey Militate, Tel.: (012)441 3848. 

PRINCIPAL ARCHIVIST: ORAL HISTORY 
CHIEF DIRECTORATE: NATIONAL ARCHIVES 
Salary: R 145 920.00 per annum (Ref. 227/06) 

REQUIREMENTS: •Applicants must be In possession of an appropriate Bachelor .. degree 
or National diploma with majors in sacral or manna history OR a Senior Certificate with five 
(5) years experience in the Archival field •Appropriate professional experience in Information 
Management e.g. museums, library. archive and heritage related institutions would be an 
advantage .Applicants should have proven research profidoncy and en Understanding 
contemporary trends end theories in the practice of oral history (Practical upedence in 
conducting oral history OinovAedge and use of delicate audio visual equipment •Applicants 
should be computer literate and experienced al using complex databases eExcellent 
communication skills (verbal and seinen) and a valid diver's license are essential. 

KEY PERFORMANCE AREAS: *The Ineurnbent will assist with research and 
implementation at oral lastary projects •Ensure the registration and updating of oral history 
projects on the National Register of Orel Sources el.thise with oral Mann practitioners on a 
constant basis •Maintain a database al Oral History practitioners *The incumbent will same 
as member dal Oral History Association et South Africa's secretariat *Supervision ot the 
Oral History unit 

ENQUIRIES: Ms Monde Carom TeL (012)441 3701. 

Closing date: 6 February 2009 

PRINCIPAL ARCHIVIST: 
OUTREACH AND PUBLICATIONS 

CHIEF DIRECTORATE: NATIONAL ARCHIVES 
Salary: R 145 920-00 per annum (Ref. 227107) 

REQUIREMENTS: •Applicants must ba in possession of an appropriate Barthel.« degree 
or National diploma in Information Management Communication or Marketing OR a Senior 
Certificate with 5 yeare experience in Archival Markeang •Understarsing of marketing and 
public programmes of archive' .0100.5 •Experience in information management, e.g 
museum s  !Mary, archive and related institutions would be en advantage *Applicants should 
be able to work independently and in a beam mEmottent written and waned tomMuniCatien 
clots and drivers licence are essential. 

KEY PERFORMANCE AREAS: engin and organise outreach activities including exhibitions 
• Edit and proofread date for publications and journals, brochures, alt. •Attend to enquiries 
relating to outreach end publications •Provide adntinistratim support •inplement 
programmes and projects •Collaborate with IT regarding website •Train, develop and 
supervise subordinates. 

ENQUIRIES: Me Amanda Ga., 'Tel. (012)441 3701. 

SENIOR ARCHIVIST: 

OUTREACH AND PUBLICATIONS (2 Posts) 
CHIEF DIRECTORATE: NATIONAL ARCHIVES 
Salary: R 117 501.00 per annum (Ref. 227/08) 

REQUIREMENTS: *Apprisene must be in passessan of on appropriate Bachelor's 
degree.Or National diploma in Info... Managenont Cammanieed. or Moak.. OR 
Senior Certificate with km (4) years experience in archival marketing •Strong understanding 
of trends in mediating and publications •Appropriate experience in information management, 
e.g museum, Many, archives and related institutions •Applicanth should be able to work 
independently and in a team •Excellent communication skills (verbal and written) and e valid 
driver's Ikons. are emential. 

KEY PERFORMANCE AREAS: elmplernent and co-ordinale public programming projects 
• Assist in the research and collating of information for publications and internal jounrols 
eimplernent public awareness programmes and guided tours Malin tho institutions. 

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

SENIOR ARCHIVIST: ORAL HISTORY 
CHIEF DIRECTORATE: NATIONAL ARCHIVES 
Salary: R 117 501.00 per annum (Rel. 227/09) 

REQUIREMENTS: •Appficants must be in possession of a Bachelors' degree or National 
«stoma with majors in Social / Cultural History OR a Senior Certificate with four (4) years 
experience in the archival field *Appropriate experience in museums. archives or heritage 
reload insd.ions would be an advantage *Applicants should have proven research 
proficiency and an underatanding of contemporary trends and theatres in the practice of oral 
history ...Practical expedence in concluding oral history •Ersallent communication elder 
(verbal and strident and a valid driver's license are essmaat 

KEY PERFORMANCE AREAS: *Assist in conducting Oral History Projects *Promote the 
used Oral listary as a research methodology in terra of the National Oral History program 
of South Africa *Colthct and collate informafion for brochures notating to Oral History 
*Respond to enquiries about Oral History elf mord Orel History on the NAROS databem 
and registers *Update the database of all active Oral History Pnactitioners *Report on all 
projects conducted. 

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

ADMINISTRATIVE OFFICER: 
EXECUTIVE SUPPORT 

CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE 
Salary: R 117 50140 per annum (Ref. 227/10) 

REQUIREMENTS: *A three year appropriate Bachelor's degree or National diploma in 
Administration or Pubic Management OR a Senior Certificate vAth three (3) years relevant 
emerien« *Knowledge of the Public Finance Management Act and Supply Chain processes 
end procedures *Computer literacy eExcellent interpersonal skills &Good planning and 
organising sails end the ability to lake initiative •Knowledge ern« ecenthearedr indading 
preparation of submissions, tires management and norrespondence *Knowledge of 
electronic document management systems .Excellent communication «Nth {verbal and 
mitten) •AbOity to polorm effectively under presses. 

KEY PERFORMANCE AREAS: :Ow incumbent win be expected II:manage the workflow in 
the office of the Chief Director *Arrange meetings and workshops an behalf of the Chief 
Directorate eTaking minutes at meetings •Write submissions and memoranda .Liaise with 
associathd inaffiutions and National and provincial departments eMonitor, maintain and 
update the office Sing system. 

ENQUIRIES: Ma Fehr«. Nutmeat, Tel.: (012)441 3716. 

SENIOR SECRETARY (3 Posts) 
CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT 

OFFICE OF THE DIRECTOR-GENERAL 
NATIONAL LANGUAGE SERVICES 

Salary R 117 501-00 per annum Piet 227)11) 

REQUIREMENTS: eA Senior Certificate or equivalent qualifi«tion with proven Typing skits 
• Good knowledge of the Ms Office package •Practical experience in using email, calends 
end contacts database •Two (2) years soretarial uperiance •Sound verbal and written 
communication «as •Strong office and telephone etiquette *Knowledge and eapenenee in 
document tracking, photocopying, faram and Sling *Practical expert.« in administrative 
processor and procedures including conferences and meetings, diary management, travel 
arrangements and processing Of «tims. 

KEY PERFORMANCE AREAS: .The successful candidate will provide fug secrelarial and 
administrative support to the Head of the Chief Directorate / Directorate Oland/mg telephone 
and written enquiries .Dial management - update on paper as well as electronically 
*Processing subsistence and travel «tints *Photocopying and fthing *Preparation of 
submissions *Typing and prepaying presentations •Olgenising and managing boislics to 
workshops. seminars and meetings .Maintain office, filing and administrative responsibilities 
&Taking minutes during meetings as required eThe incumbent must be waling to work 
soft.« hours and to travel when the need arises. 

Enquiries: Ms Petunia Murata«, Teta 1012) 441 3718. 

The Department of Ms end Culture is an equal opportunity affirmative action employer and I 
for our intention to promote reprasentativity in the Department through the Ming of arose 
posts. Persons whom transfer I promoian appointment wdl Prot.. ralffemonledvitY  wipe 
therefore receive preference. An indication in this regard will expectith the processing of 
application. 

Applicators must be submitted on Form 283, obtainable from any Government department 
or online al ...peva. ALL SECTIONS OF THE Z83 MUST BE COMPLETED. 
AppeaatiOn fernItal Sheath be accompanied by a comprehensive CV (IncludIng Inc 
recent and eantattable referee.) end CERTIFIED Coales of the applicant's ID and 
educational ettalifiCatiOnS. It IS the applicant's responsibility to have loregn 
qtrali5e00OnS evaluated by the SOON African Ottallfiaaden Authority (SAGA) 
.Appacants applying for more than one post must submit a Separate 283 form (as well 
as The decurnentatlen mentioned abthre) In respect of each post they apply for. Nan 
applicant wishes to withdraw/ an application ft must be done In writing. Failure to 
submit the required documentation will automatically disquagly applications. No faxes 
or emalls will be accepted. The Department reserves the right not to all the above 
posgs). 

PLEASE NOTE: .Applicants mat note that Anher dada wtil be conducted once they are 
shortasted and that their appointment is subject to p«itive outcome of these checks, which 
includes made/ elearanCee and vetting, qualifi«tions end employment history varifixations, 
identity and «Minot records. eSucceseul candidates will be required to sign a polonnence 
agreement within three (31 months of assumption of duly. 

ALL POSMONS ARE BASED IN PRETORIA. 

Please forward your anaemia«, quoting the relevant reference number 8 the name of this 
publication to, The Direator Human Resource Management, Oeparenent of Arts & 
Culture, P/1300 X897, Prete., 0001. Applicata,ts can also be hand delivered to the 
Department of Arts a. Culture, Kingsley Centre, and Floor, Cm Church it Beat. 
Streets, Arent., Merolla. WISP.0.237 



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) 
Requirements: Applicants must be in possession of a relevant 3-year Bachelor's degree. The 
following will serve as strong recommendations: • A good understanding of the heritage sector 
• Strong policy formulation and research skills • Excellent verbal and written communication and 
liaison skills • Analytical and problem-solving skills • An understanding of the importance of 
heritage in meeting broader Governance imperatives • Excellent interpersonal skills and the ability 
to work as part of a dynamic team. 
Key performance areas: • Assist in the implementation of a research and policy agenda for the 
Heritage Chief Directorate • Assist in the formulation and review of heritage policies and legislation 
• Develop position papers and discussion documents • Liaise with heritage stakeholders, including 
other Government departments, statutory institutions and civil society • Facilitate and co-ordinate 
research projects•Supervise and manage service providers and policy panels. 
Enquiries: Ms Zandile Maloka, tel. (012) 441-3730. 

Assistant Director: Recruitment and Selection 
(2 Posts) 

CHIEF DIRECTORATE: HUMAN RESOURCE MANAGEMENT 
Salary: R174243 per annum (Ref. 54926/2) 

Requirements: • A three-year degree/National Diploma in Human Resource Management or Social 
Sciences or Senior Certificate with at least 4 years experience in the field of Human Resource 
Management • Good understanding of the HR field • Adequate relevant experience • Good planning 
and organising skills • Good communication and interpersonal skills • Analytical thinking and 
innovation/creativity • Policy formulation skills • Ability to work under pressure • Knowledge of 
Govemment processes and procedures as well as relevant HR prescripts • Knowledge of PERSAL 
• General computer literacy • Client orientation and problem-solving skills • Good understanding of 
relevant legislation. 
Key performance areas:• Draft, edit and place recruitment advertisements • Handle response to 
advertised posts • Recruit temporary/relief employees • Provide HR advice and secretarial services 
during the interviews • Present management reports on recruitment trends within the Department 
of Arts and Culture • Render an effective advisory service on recruitment processes • Liaise with 
other HR components on employee changes • Manage and supervise employees of the Section: 
Recruitment and Selection • Draft submissions to secure approval for appointment of recommended 
candidates • Ensure processing of payments for advertised posts and recruitment agencies for 
services rendered • Supervisory responsibilities • Administer exit interview questionnaires 
• Facilitate competency assessment and verification of qualifications 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: 9174 234 per annum (Ref. 54926/3) 

Requirements: • An appropriate, recognised Bachelor's degree, preferably with Afrikaans, 
Linguistics or Translation as major subject(s)• Afrikaans as a first language • Excellent command 
of English • At least 5 years' proven editing and translation experience • Proven general computer 
literacy • The ability to edit and translate text electronically • Successful completion of a 
departmental editing and translation test • Good written and verbal communication skills • The 
ability to work under pressure • Good Interpersonal skills • Knowledge of the National Language 
Policy. 
Further recommendations: • A postgraduate qualification in Translation • Experience in editing and 
translating publications in the public sector• Experience in editing and translation legislation • SATI 
accreditation as a translator and/or editor, and/or accreditation as a sworn translator in the relevant 
language(s). 
Key performance areas: • Edit in Afrikaans, and translate from English into Afrikaans, a wide 
variety of official documents • Supervise and train subordinates • Exercise quality control over 
internal and outsourced work • Coordinate internal and outsourcing administration • 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 
it is the intention to promote representativity in the Public Sector through the filling of these 
posts. Persons whose transfer/promotion/appointment will promote representativity 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 Z83, 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 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 fon 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 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 shorilisted 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 • 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, Pretoria 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 2009. 
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Department: 
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Legal Administration Officer 
DIRECTORATE: LEGAL SERVICES 

Salary: R174 243 per annum (Ref. 55673/2) 
Requirements: •An appropriate BProc or LLB degree • Appropriate post-qualification experience in 
the legal profession or in the application of law • 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 • 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 • Interpersonal skills • Good communication (verbal and 
written) skills• Computer literacy (MS Word, PowerPoint and Outlook)•The willingness to travel. 
Key performance areas: • 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 law and legislation administered by the Department 
• Provide litigation support • Liaise with clients, counsel, the State Attorney, other organs of state 
and the public • Provide legal advice on enforcement and compliance • Provide general legal 
support to the Department and Ministry to ensure that the goals of the Department are met 
• Comment or make recommendations on policies/strategies far the Department 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: • 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 • Good 
planning and organising skills • Good communication and interpersonal skills •Analytical thinking 
and innovativeness/creativity • Policy formulation skills • The ability to work under pressure 
• Knowledge of Government processes and procedures, as well as relevant legislation and HR 
prescripts • Knowledge of PERSAL • General computer literacy • Client orientation and problem-
solving skills •A good understanding of relevant legislation. 
Key performance areas:• Manage the administration of employee benefits • Monitor and advise on 
matters related to employee benefit administration and policies • Ensure adherence to policies 
related to employee benefit administration •Train, develop and supervise subordinates (directly and 
indirectly) • Compile and review HR policies • Provide reports and statistics related to employee 
benefit administration, such as abuse of sick leave, employee turnover, etc within the Department 
• Proactively consult with clients on matters related to employee benef 9 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 filling of these posts. 
Persons whose transfer/promotion/appointment will promote representivity 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 Z83, obtainable from any Government department or 
online at www.gov2a 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 all relevant educational 
qualifications. It is the applicaM's responsibility to have foreign qualifications evaluated by the 
South African Qualifications Authority (SAGA) 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 emalls 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 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 • 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 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: 13 March 2009. 
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REPUBLIC OF SOUTH AFRICA 

Department: 
Arts and Culture 

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 according to the 
individual's personal needs (Ref. 56057/1) 

Requirements: • A Bachelor's degree or National Diploma in Risk Management/Auditing/Finance/ 
Economics/Business Management • Substantial risk management experience • Extensive managerial 
experience • Strategic and leadership capabilities • Client orientation and customer focus • People 
management and empowerment • Project management • Financial management, as well as change 
management skills. 
Key performance areas: • Lead, co-ordinate and consolidate the Enterprise Risk Management (ERM) effort 
of the Department • Manage the execution of ERM processes • Develop and review risk management 
strategy and policies, as well as risk limits • Establish and maintain the use of appropriate ERM 
methodologies, tools and techniques. Facilitate enterprise-wide risk assessments and monitor priority risks 
across the Department • Ensure the effective alignment of ERM processes with the internal audit processes 
• Provide training and promote the advocacy of risk management. 
Please note: The successful candidates will be subjected to competency assessment. He/she will be 
required to sign a performance agreement within 3 months of assumption 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: • A 3-year degree or National Diploma in Social Sciences, Arts or Humanities • At least 3 
years' experience in the arts and culture sector • Lateral and strategic thinking skills • Communication, 
networking and interpersonal skills • Administrative, organisational, conceptual and writing skills 
• Knowledge of project management principles • The ability to operate Word, Excel and PowerPoint • A 
valid driver's licence will serve as an advantage. 
Key performance areas: Reporting directly to the Deputy Director: Heritage Institutions, the incumbent will: 
• Assist with all matters pertaining to Heritage Institutions and cultural partnerships • Maintain legislation 
and regulations pertaining to Heritage Institutions and assist with the Implementation thereof • Assist with 
the appointment of Councils for Heritage Institutions • Liaise with other stakeholders, Governmental 
departments, as well as provincial and local authorities • Assist with the transformation process of Heritage 
Institutions, enabling them to become relevant for all sectors of the population • Address enquiries received 
from the heritage fraternity and the public at large • Undertake working visits to the Declared Cultural 
Institutions to identify needs, problems, strengths, weaknesses and opportunities • Prepare submissions 
and answer Parliamentary questions, letters and correspondence related to heritage issues. 
Enquiries: Ms Zandile Melaka, tel. (012) 441-3730. 

Chief Language Practitioner: Setswana Terminologist 
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE 

Salary: R174 243 per annum (Ref. 56057/3) 
Requirements: • An appropriate Bachelor's degree or equivalent qualification with Setswana as a major 
subject. Specialisation in Terminography/Lexicography will serve as a strong recommendation • At least 3 
years' experience In terminology development or within a translation environment • Project management 
skills • Computer literacy • Excellent written and verbal communication skills • Supervisory skills • Good 
interpersonal skills. 
Key performance areas: • Manage the steps in the terminology development process • Conduct research 
on terminology principles for Setswana • Assist with training and capacity building programmes • Attend, 
take minutes at and keep a working record of terminology working meetings • Update the database • Lead 
allocated terminology projects • Liaise and negotiate with relevant stakeholders • Supervise staff 
• Participate in other projects that are vital to the implementation of the National Language Policy 
Framework • 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) 
Requirements: . An LLB degree or other 3-/4-year legal qualification, plus a minimum of 2-3 years' relevant 
experience • Knowledge of and experience In the Basic Accounting System (BAS), the Public Finance 
Management Act (PFMA), Treasury Regulations and Government Financial Policies • Computer literacy (MS 
Office package) • Excellent communication skills (verbal and written) • Good interpersonal relations 
• Research and report writing skills • Management and supervisory skills • A valid Code (18 drivers licence. 
Key performance areas:• 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 • Liaise 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 Ads and Culture Is an equal opportunity, affirmative action employer and it is the 
Intention to promote representivity in the Public Sector through the filling of these posts. Persons whose 
transfer/promotion/appointment will promote represeetivIty will therelore 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 Z83 must be completed and signed and the application form should be 
accompanied by a comprehensive CV (Including two recent and contestable referees) and ORIGINAL 
CERTIFIED copies of the applicant's ID and all relevant educational qualifications. It Is the applicant's 
responsibility to have loreIgn qualifications evaluated by the South African Qualifications Authority 
(SAGA) 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 disqualily applications. Na faxes or e-mails will 
be accepted. The Department reserves the right not to till the above-mentioned pests. 
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 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, 2nd Floor, cnr Church and Beatrix Streets, Arcadia, Pretoria. 
Closing date: 3 April 2009. 
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Applications are invited from suitably qualified and experienced candidates to fill the following positions: 

DIRECTOR: FINANCIAL MANAGEMENT 
BRANCH: CORPORATE SERVICES 

All inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Servicet (Ref. 279/1) 
REQUIREMENTS: •A multi-skilled person who holds a recognised Bachelors degree or National diploma and extensive experience, preferably in 
Public Sector Finance •Strong knowledge of financial control measures and extensive experience in the financial management environment are 
essential •Strategic and leadership capabilities •Client orientation and customer focus •People management and empowerment •Project 
Management, as well as change management 
KEY PERFORMANCE AREAS: •Evaluate submissions to the Accounting Officer •Manage the compilation of revenue and expenditure reports 
•Manage the compilation and submission of the operational budget in terms of the MTEF budget cycle •Compile the Appropriation Accounts and 
Annual Financial Statements its GRAP •Provide strategic leadership and direction with regard to Financial Management •Develop and monitor the 
implementation of accounting policies •Ensure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury 
Regulations. 
PLEASE NOTE: •The successful candidate will be subjected to a competency assessment •He/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 

All inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref. 279/2) 
REQUIREMENTS: •An appropriate three-year Bachelors degree or National Diploma, coupled with experience in Financial Management •Thorough 
knowledge of the Public Finance Management Act Treasury Regulations and Instructions, financial management policies and systems, particularly 
BAS, PERSAL, etc. •In-depth knowledge of budget procedures •Adequate experience in financial administration, bookkeeping and reporting 
•Strategic and leadership capabilities •Client orientation and customer focus •People management and empowerment •Piled Management as well 
as change management 
KEY PERFORMANCE AREAS: The successful candidate's responsibility will be to: •Implement effective, efficient and transparent systems for 
financial control •Take effective and appropriate steps to prevent unauthorised, irregular, fruitless and wasteful expenditure and losses resulting from 
criminal conduct •Analyse and manage cash flow •Compile and analyse the annual financial statements in accordance with Generally Accepted 
Accounting Practices •Manage different financial accounts. 

PLEASE NOTE: •The successful candidate will be subjected to a competency assessment •He/She will be required to sign a performance agreement 
within 3 months of assumption of duty. 
ENQUIRIES: Mr Joey Matiala, Tel.: (012) 441-3646. 

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 Management or related field •A minimum of 5 years 
experience in Corporate Govemance within a business management or public service environment •Extensive knowledge and understanding of 
corporate governance (finance) principles and compliance monitoring •Good research, analytical, problem identification and solving skills •Project 
management skills, as well as strategic thinking abilities •Computer literacy •Excellent written and verbal skills •Good interpersonal skits. 

KEY PERFORMANCE AREAS: •Develop and implement systems to ensure compliance with legislation applicable to Arts and Culture Public Entities 
• Inculcate the culture of good corporate governance within these entities •Report to the Director. Corporate Governance and other officials on trends 
and developments on corporate governance in public entities •Draft policy guidelines and procedures for the promotion of good corporate govemance 
in public entities •Conduct corporate governance benchmarking and report on public entities' compliance with good corporate governance principles 
• Facilitate and oversee the implementation of sound corporate govemance practices within the public entities •Ensure strategic alignment of public 
entities' strategic plans in support of the Departments mandate and goals and the goals of govemment •Monitor and evaluate the corporate 
governance performance of the public entities •Identify and define specific information needs and relevant interfaces of public advice on financial 
matters and advice on the implications of planned actions •Assist in the interpretation and implementation of legislation and other regulatory provisions 
insofar as they apply to public entities •Assist in the monitoring and evaluation of the financial compliance and performance of pubic entities •Assist in 
the management and interpretation of the corporate plans, annual and quarterly reports of the public entities •Manage compliance with policy 
requirements for pubic entities •Provide thews reports in relation 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 National diploma •A postgraduate qualification will be an added advantage •Experience in 
strategic planning, implementation and reporting •An understanding of the South African Public Service and its operations •Sound knowledge of the 
arts and culture sector will also serve as an advantage •Ability to apply interpersonal skills and analytical skills •Business Report writing skills •An 
innovative and creative thinker •Results-driven •Excellent verbal and written communication skills. 

KEY PERFORMANCE AREAS: •To provide strategic support to the office of the Chief Directorate: Co-ordination, Monitoring and Evaluation •Develop 
systems and processes to collate performance information inputs from the DAC programme managers, e.g. Departmental Strategic Plan, Quarterly 
Reports and Annual Report •Advise programme managers on the standard templates relevant for the performance information •Liaise and make 
follow-ups with programme managers on submission of the performance information •Store, preserve and disseminate the performance information 
•Conduct research •Identify and prepare required documentation for the Chief Directorate's strategic meetings and workshops •Take minutes during 
meetings •Serve as executive support bp the Chief Directorate •Ensure high level intervention as required on reporting performance areas. 
PLEASE NOTE: •This Is a re-advertisement of Ref. 4463612. Candidates who previously applied are encouraged to re-apply. 
ENQUIRIES: Ms Amanda arse, Tel.: (012) 441-3701. 

The Department of Ants and Culture is an equal opportunity affirmative action employer and it is our intention to promote representatMty in the 
Department through the filling of these posts. Persons whose transfer / promotion I appointment will promote representatiAty will therefore receive 
preference. An indication in this regard will expedite the processing of applications. People with disabilities am encouraged to apply. 

Applications must be submitted on Form Z83, obtainable from any Government department or online at www.govla. ALL SECTIONS OF THE Z83 
MUST BE COMPLETED. Application form(s) 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) 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 documentation will automatically disqualify applications. No faxes or e•mails will be 
accepted. The Department reserves the right not to fill the above post(s). 
PLEASE NOTE: •Applicants 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 and employment history verifications, identify and criminal 
records. •Successful 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, Department of Arts & Culture, PlBag X897, Pretoria, 0001. Applications can also be hand delivered to the Department of Arts & 
Culture, Kingsley Centre, 2nd Floor, Cnr Church & Beatrbc Streets, Arcadia, Pretoria. 

CLOSING DATE: 10 APRIL 2009. 	
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Applications are invited from suitably qualified and experienced candidates to fill the following positions: 

DIRECTOR: FINANCIAL MANAGEMENT 
BRANCH: CORPORATE SERVICES 

Alt inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref. 279/1) 
REQUIREMENTS: •A multi-skilled person who holds a recognised Bachelor's degree or National diploma and extensive experience, preferably in 
Public Sector Finance •Strong knowledge of financial control measures and extensive experience in the financial management environment are 
essential •Strategic and leadership capabilities •Client orientation and customer focus •People management and empowerment •Project 
Management, as well as change management. 

KEY PERFORMANCE AREAS: •Evaluate submissions to the Accounting Officer •Manage the completion of revenue and expenditure reports 
•Manage the compilation and submission of the operational budget in terms of the MTEF budget cycle •Compile the Appropriation Accounts and 
Annual Financial Statements Ito GRAP •Provide strategic leadership and direction with regard to Financial Management •Devekm and monitor the 
implementation of accounting policies •Ensure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury 
Regulations. 
PLEASE NOTE: •The successful candidate wit be subjected to a competency assessment •Fle/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 

All inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref 279/2) 

REQUIREMENTS: •An appropriate three-year Bachelor's degree or National Diploma, coupled with experience in Financial Management •Thorough 
knowledge of the Public Finance Management Act, Treasury Regulations and Instructions, financial management policies and systems, particularly 
BAS, PERSAL, etc. •In-depth knowledge of budget procedures •Adequate experience in financial administration, bookkeeping and reporting 
•Strategic and leadership capabilities •Client orientation and customer focus •Peaple management and empowerment •Project Management, as well 
as change management. 
KEY PERFORMANCE AREAS: The successful canctdate's responsibility will be to: •Implement effective, efficient and transparent systems for 
financial control •Take effective and appropriate steps to prevent unauthorised, irregular, fruitless and wasteful expenditure and losses resulting from 
criminal conduct •Analyse and manage cash Row •Compile and analyse the annual financial statements in accordance with Generally Accepted 
Accounting Practices •Manage different financial accounts. 
PLEASE NOTE: •The successful candidate will be subjected to a competency assessment •He/She will be required to sign a perfonnance agreement 
within 3 months of assumption of duty. 

ENQUIRIES: Mr Joey Matlala, Tel.: 1012)441-3648. 

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 Management or related field •A minimum of 5 years 
experience in Corporate Governance within a business management or public service environment •Extensive knowledge and understanding of 
corporate governance (finance) principles and compliance monitoring •Good research, analytical, problem identification and solving skills •Project 
management skills, as well as strategic thinking abilities •Computer literacy •Excellent written and verbal skills •Good interpersonal skills. 

KEY PERFORMANCE AREAS: •Develop and implement systems to ensure compliance with legislation applicable to Ms and Culture Public Entities 
•Inculcate the culture of good corporate governance within these entities •Report to the Director. Corporate Governance and other officials on trends 
and developments on corporate governance in public entities •Draft policy guidelines and procedures for the promotion of good corporate govemance 
in public entities •Conduct corporate governance benchmarking and report on public entities' compliance with good corporate governance principles 
•Facilitate and oversee the implementation of sound corporate govemance practices within the public entities •Ensure strategic alignment of public 
entities strategic plans in support of the Department's mandate and goals and the goals of government •Monitor and evaluate the corporate 
governance performance of the public entities •Identify and define specific information needs and relevant interfaces of public advice on financial 
matters and advice on the implications of planned actions •Assist in the interpretation and implementation of legislation and other regulatory provisions 
insofar as they apply to public entities •Assist in the monitoring and evaluation of the financial compliance and performance of public entities •Assist in 
the management and interpretation of the corporate plans, armual and quarterly reports of the public entities •Manage compliance with policy 
requirements for public entities •Provide timeous reports in relation 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 National diploma •A postgraduate qualification will been added advantage •Experience in 
strategic planning, implementation and reporting •An understanding of the South African Public Service and its operations •Sound knowledge of the 
arts and culture sector will also serve as en advantage •Ability to apply interpersonal skills and analytical skills •Business Report writing skills •An 
innovative and creative thinker •Results-driven •Excellent verbal and written communication skills. 

KEY PERFORMANCE AREAS: •To provide strategic support to the office of the Chief Directorate: Co-ordination, Monitoring and Evaluation •Develop 
systems and processes to collate performance information inputs from the DAC programme managers, e.g. Departmental Strategic Plan, Quarterly 
Reports and Annual Report •Advise programme managers on the standard templates relevant for the performance information •Liaise and make 
follow-ups with programme managers on submission of the performance information •Store, preserve and disseminate the performance information 
•Conduct research •Identify and prepare required documentation for the Chief Directorate's strategic meetings and workshops •Take minutes during 
meetings •Serve as executive support to the Chief Directorate •Ensure high level intervention as required on reporting performance areas. 
PLEASE NOTE: •This is a re-advertisement of Ref. 44636/2. Candidates who previously applied are encouraged 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 tilting of these posts. Persons whose transfer I promotion / appointment wilt promote representativity will therefore receive 
preference. An indication in this regard wit expedite the processing of applications. People with disabilities are encouraged to apply. 

Applications most be submitted on Form Z83, obtainable from any Government department or online at vrivw.govaa. ALL SECTIONS OF THE Z83 
MUST BE COMPLETED. Application barons) should be accompanied by a comprehensive CV (including two recent and connectable 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) .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 en application it 
must be done in writing. Failure to submit the required documentation will automatically disqualify applications. No faxes or a-mails will be 
accepted. The Department reserves the right not to fill the above post(s). 

PLEASE NOTE: •Applicants must note that further checks will be conducted once they are shod-listed and that their appointment 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 assumption of duly. 

THESE POSITIONS ARE BASED IN PRETORIA. 

Please forward your application, quoting the relevant reference number & the some of this publication to: The Director: Human Resource 
Management, Department of Arts & Culture, 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, Pretona. 

CLOSING DATE: 10 APRIL 2009. 	 von ADS0279 
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REPUBLIC OF SOUTH AFRICA 

Applications am invited from suitably qualified and experienced candidates to fill the (snowing positions: 

Assistant Director: HR Policy and Planning 
Chief Directorate: Human Resource Management 

Salary: R174243 per annum (Level 9) (Ref: A001) 
Requirements: • Relevant 3-year tertiary iodination with at least 5 years' experience as a Generalist In HR 
• Sound knowledge of HR-related acts, regulations, resolutions, circulars and other prescripts • Sound knowledge of all 
the HR disciplines, namely recruitment and selection, employee benefits, remuneration and allowances, performance 
management, human remorse development labour rotations, employment equinti special programmes, etc • Project 
management and excellent writing skills • Good communication, Interpersonal and presentation skills. 

Key performance areas: • Assist with the development of PR policies In the Department of Arts and Culture • Monitor and 
align DAG WI policies • Monitor and scan the HR policy enviroornentto Identify new HR trends to instigate development 
of nolksies • Review and levise engine DAC HR policies against best practice standards and the integration and 
communication of HR policies • Assist with the research, design, development and alignment of the HR plan with 
DAC's strategic plan and core objectives • Assist with the communication of HIS plans with all the relevant stakeholders 
and provide support • Assist with the researching and consultation with components responsible for transformation 
to obtain and analyse relevant data for workforce planning imperatives • Identify departmental changes required In 
cater for future resourcing needs • tionsutt with HRD regarding the linking of outputs at HR planning to leadership 
development, training and development and performance management systems. 

Enquiries: Ms zandile Maloka, tft (012)441-3730. 

Senior Secretary (2 posts) 
• Chief of Staff: Office of the Minister • Chief Directorate: Marketing 

Salary:11117 501 per annum (Ref: SS111) 
Requirements: • Dynamic indfifiluals with a Senior certificate as well m a Secretarial diploma • Proficiency In typing and 
advanced knowledge of Ms Office packages (Wort PowerPoint, Excel, etc) • Sound k.vletge of the Outlook package, 
Including e-mail, calendar and contacts database • 2 yams' secretarial experience, Wang experience in officenelephone 
etiquette, docurnent tracking, administratne practices, conference and meeting procedures, photocopying, faxing and 
ongoing filing • Good Interpersonal as well as verbal and written communication skills • Profassionallsm • Months argonaut( 
and diligent • Attention to detail is of paramount importance • Exceptional organisational skills • Meticulous and assertive 
• Ability to multi-task. 
key performance areas: • General [Atte alnlastralion and other support hmstions • Assist in the planning and 
preparations of meetings, projects and work sessions • Manage the Gary and associated activities, actions and content, 
manually and electitinicagy • Effective telephone screening, routing of calls and taking messages • Research for content of 
presentations on MS PowerPoint • Ensure senior is equipped with necessary documentation for meetings • Take minutes of 
meetings • Receive visitors and arrange parking • Process subsistence and travel dorms • Responsible for making nave:lent 
accommodation arrangements • Ens. efficient Information flow (letters, e-malls and documentation) with, and between. 
Internal and external stakeholders • Ensure information H on record and readily available when required. 

Enquiries: Ms Pertunia Mulaudzl, fah (012) 441-3716 / Ms Amanda Givose, MI, (012) 441-3701. 

The Deparhcent of Arts and Culture is an equal opportunity affimmtive action employer and Nis the Mennen of 
the Department to promote represcetanvely M to nubile Sector through era filling of these posts. Persons whose 
transferfpromotionfappoicenent orill promote repremnlafvitywie therefore receive preference. An indi Nonin tide 
regard will °spotlit:elm processing of applicatione. People with disahlitios ate encourage to apply 
numisetions most De submitted en Form 183, obtainable from any Governneal 110parintont or onfine at mow. 
goy's. ALL sections of lira AO must be completed and signed. The application form should he accompanied Ill a 
comprehensive CV (including two recent and COMaCtable referees) sea (MIMI CEITIFIED copies of the applicant's 
ID and an relevant educational qualifications. It Is the applicant's reopens% Hifi Of have foreign qualifications 
evaluated by the South Ahican Qualificafion Angled* (SADA) prior to the selection process. Applicants applying for 
mors Wm one post must submit a separate 283 form (as weg as to documentidion mentioned above) In respect Of 
each post being applied for. If en applicant wishes to withdraw en application it must be done In writing. fagot° em 
Babe* the required docementation oval automatically disqualify applications. No fens ore-mails will be accepted. 
The Department reserves the right not to fill the above-mentioned pestle). 
Please MAO: • Applicants lost note that further checks will be conducted once they am shortlisted and that their 
appoinheent is subject to positive outcome often checks, which Include security clearances, yogi., qualifications 
and employment history verification, identity and criminal records • Successful candidates will be required b sign a 
performance agreement witffin three (3) months of assumption of duly. 
NI positions are based in ROWEL 
Pinion:m=4os. application, quoting the relevant reference number smith° name of this publication to: The Met 
Director. Human Resource Management. Department of Arts and Culture,Private Bag figgY,Pratorla0001.ApplIcations 
can also be hand delivered to the Department of Arts and Patera, Kingskry Centre, 2nd Floor,Cnr Church and Deeds 
Streets, Arcadla,Preboria. 
Closing dam 7 August 2009. 	 Jokkesr 01647/09 
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Deputy Director: Elect.ronii Public Records Governance . 

	

...Chief DfreCtorate:'HatianalArehhiea : . 	. 
 

• 	
. 

All-inclusive remuneration package of R407 	nu 745 pm' anmllief..14505/11 ••• 	• •.    
Requirement. • An appropriate recognised Bachelor's degree or equivalent qualification • A postgraduate professional archival 
qualification would be a recommendation • Extensive experience and in-depth knowledge regarding the public archival regulation 
of records management practices and electronic recants systems of governmental bodies and international best practice • Sound 
understanding of ICT policy and concepts as well as computer literacy • Proven ability as a Manager and Supervisor of staff 
• Proven aptitude for conceptual and analytical thinking coupled with detail orientation • Proven aptitude for independent, 
sell-driven work • Proven service delivery orientation • Sound verbal and written communication skills • Sound interpersonal, 
negotiation and conflict management skills. 
Key performance areas: • Formulate and develop proposed transversal policies and guidelines to regulate the management of 
electronic public records in governmental bodies • Determine the conditions for and evaluate the records management functionality 
of electronic 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 practice and maintain 
published prescripts • Supervise the rendering of statutory regulatory records management services • Manage the Sub-Directorate 
Enquiries: Mr Johannes Matlala. tel. (012) 441 3648 

• . • 
Deputy DirectOr: PublicRecords Governance: • 
• Intergovernmental Relations 

. 	. • • Chief Directorate: Hafiorialr'rhives 	. 
•All-inclusive remuneration package of 11407 745 per annum (Ref:144505/21 . • 

Requirements: • An appropriate recognised Bachelor's degree or equivalent qualmcation • Extensive experience and in-depth 
knowledge regarding the archival regulation of records management practices of governmental bodies and archival management 
• Practical experience and in-depth knowledge regarding the execution of public records management programmes • Proven 
strong planning and co-ordination skills • Proven strong interpersonal, negotiation and carmen management skills suited to 
foster collaboration • Proven strong verbal and written communication skills • Proven ability as a Manager and Supervisor of staff 
• Proven aptitude far conceptual and analytical thinking coupled with detail orientation • Proven aptitude for independent, self-
driven oak • Proven service delivery orientation • Sound understanding of IT concepts and computer literacy. 
Key performance area. • Co-ordinate relations with provincial archives services and provide professional guidelines, assistance 
and support to develop records management capacity • Develop and maintain strategic partnerships with regulatory agencies 
and other bodies to strengthen compliance with public records governance prescripts in all spheres of government • Co-ordinate, 
supervise. conduct and report on records management inspections in governmental bodies, and maintain panda and published 
prescripts • Supervise the rendering of statutory regulatory records management services • Manage the Sub-Directorate. 
Enquiries: Ms Zandile Melaka, tel. (0121441 373 0 

Assistant Director: Employee Wellnest • 
Chief Directorate: Human Resource Management . • 

	

Salary: R.174 243 per annum (Ref: 14505/31 	• • 
Requirements: • An apprapnate three-year degree/diploma in Social Science or Psychology • Registration with the South African 
Council Services Professions (SACSSP) as a Social Worker ar the HPCA as a Psychologist • Appropriate knowledge at and extensive 
experience in Employee Wellness Programme as well as short-term counselling • Good communication and writing skills • Good 
computer skills. 
Key performance area. • Develop the Employee Wellness policy • Implement the Employee Wellness programme to all stakeholders 
• Deliver Life Skills programmes • Co-ordinate and manage the employee referral system • Do basic counselling of troubled 
emphyees • Monitor and review effectiveness 01 operational activities end interventions • Liaise, co-ordinate and monitor external 
service providers and their activities. 
Enquiries: Ms Zandile Melaka, tel. 10121 441 3730 

Human ResourCe Development Practitioner • 
•••• 

Chief Directorate: Human Resource Management • 
R145 920 per annuni(Rel: 14505/4): 	• • 

Requirements: • An appropriate three-year degree or National Diploma 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 legislative framework such as Skills Development Labour Relations Act, SADA. NSF, Public Service 
Act, Public Regulations Act, Employment Equity Act and other related acts • Good writing and verbal communication skills 
• Training/presentation and interpersonal skills • Client orientation and customer focus • Strong administration skills • Project 
management skills. 
Key performance mat • Co-ordinate and administer departmental bursary scheme • Assist with the arrangement for induction 
and internship programme • Gather inputs for the development or workplace skills plan and implement training needs as outlined in 
the employee's Performance Development Plan (PDP) • Manage databases of HRD • Compile training reports and provide statistics 
• Source service providers and verify their accreditation status. 
Enquiries: Ms Amanda Gryose, tel. 10121441 3701 

. 	. 

Chief Network Controller: InfOrination Technology Operations • 
and Maintenance. • 

	

Directorate: Int orniation Technology 	.• 

	

sOrt:1114 920 per annum (Ref: 14505/5) 	. . . 
Requirements • Relevant academic ICT qualification or an An-, N+ coupled with a MCSE • Ar least one (1) year's experience in 
an ICI environment • Knowledge of various operating systems, e.g. Lima, Windows, Mac OS as well as advanced skills in office 
productivity tools such as Open Office, MS Office, and e-mail software • Exposure 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 skills • Experience in LAN/Desktop support as well as knowledge of transversal systems • A valid driver's licence 
Key performance area. Reporting to the Manager: IT Operations and Maintenance the incumbent will assist users by responding 
to calls logged en the Service Desk tool • Troubleshoot software and hardware problems • Ensure proper implementation of policy 
and procedures related to ICT operation in the Department • Monitor and work with service providers to ensure adherence to 
procedures • Compile reports on system performance and daily duties • Assist users with IT training in general • Responsible for 
some ICT projects administration. 
Not. Shad-listed applicants will undergo a competency test 
Enquiries: Ms Pmtunia Mulaudzi, tel. (0121 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 tilling of these posts. Persons whose transfer/promotion/appointment will promote 
representivity 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 vonv.gov.za  
All sections of the Z83 must be completed and he signed and the application form should be accompanied by a comprehensive 
CV (including two recent and contactaMe referees) 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 South African Qualification 
Authority (SAQA) prior to the selection process. Applicants applying for more than one past must submit a separate form 283 (as well 
as the dacumernation mentioned above) in respect of each post being applied for. Dan applicant wishes to withdraw an application 
it must be done in writing. Failure to submit the required documentation will automatically disqualty applications, No faxed or 
e-mailed applications will be accepted. The Department reserves the right not to fill the above-mentioned pasts. 
Please note: • Applicants 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 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. 
All positions am based in Pretoria. 
Please lanyard your application, quoting the relevant reference number and the name of •hiS publication is The Chief Director: 
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand 
delivered to the Deparhnent en Arts and Culture, Wesley Centre, 2nd Flue; ern Church and Heaths Streets, Arcadia, Pretoria. 
Closing dal. 21 August 2009 

evenae mbenge communicalions 14505 
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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 recommendations:. A good 
understanding of heritage legislation and conventions . Excellent verbal and written communication and liaison skills . An 
understanding of the linkage and relationship between international heritage conventions and national legislation and policies 
.Excellent 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 legislation are aligned with international conventions.Develop national positions on a range 
of topics and conventions at multiWeral forums such as UNESCO, as well as represent the country at such forums.Continuously 
monitor and evaluate heritage policies and legislative gaps. Generate strategic policy and legislative advice through research 
.Liaise with heritage stakeholders, including other Government departments, statutory institutions and civil society. 
Enquiries: Mr JN Matlala, 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/National Diploma in Public Administration/Management or related field.At least 
three years' relevant experience.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 whin the area of responsibility.The ability to handle multiple projects at 
the same time.Good communication and interpersonal relations. Problem-solving skills.Good planning and organising skills 
.Ability to work independently and under pressure. Enthusiastic, reliable and able to work in a team. 
Key performance areas:. Provide secretariat, administrative and technical support to the Council . Co-ordinate logistical 
arrangements for Council members . Manage expenditure and approval . Manage the process of reconstitution of the Council 
every three years.Liaise with Council members and other stakeholders.Co-ordinate the drafting of monthly, quarterly and annual 
reports for the Council. 
Enquiries: MrJN Matlala, tel. (012) 441-3648. 

Assistant Private Secretary 
OFFICE OF THE MINISTER 

Salary: R174 243 per annum (Ref. 60969/3) 
Requirements: . A three-year degree or National Diploma in Office Administration, Public Administration or a related field 
.A minimum of three years' experience in this held. Knowledge of computer software programmes . An understanding of the 
composition and functioning of the DAC.Excellent written and verbal communication skills .Good administrative, organisational 
and co-ordination sIdlls.Knowledge of the functioning of Cabinet, Parliament and Government in general. 
Key performance areas: . Assist the Private Secretary to manage the diary of the Executive Authority (Minister). Provide 
comprehensive secretarial support to the Minister and the Office of the Minister.Provide effective administration support to the 
Office of the Minister. Provide logistical support, including travel and accommodation bookings, processing of travel and 
subsistence claims. Compile subsistence and transport advances and claims for domestic and international trips. Liaise with 
Parliament's stakeholders and constituency in consultation with the Appointment Secretaiy.Handle all matters as instructed by 
the Minister, PS and Chief of Staff. 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 Ministers business associates.Keep records of financial 
statements.Handle refreshment and catering management. 
Enquiries: Ms Z Melaka, 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 Bachelors degree in Library and Information Sciences or related field. At least three 
years' experience. An understanding of the library and information services sector.Knowledge and understanding of library and 
information services .The ability to liaise with the library and information and associated sectors.ICT literacy.Proven written and 
verbal communication skills.Reliability and good administrative and organisational skills.Knowledge of national legislation, with 
specific reference to library and information services. The proven ability to work in a team, handle a variety of tasks and work 
under pressure.The ability to work independently.The ability to solve problems. 
Key performance areas:.Assist with the Department's project on public/community libraries.Develop and monitor the database 
for public/community libraries.ksist with the administration of the Secretariat of the Legal Deposit Committee and the National 
Council for Library and Information Services. Liaise with library and information services' stakeholders. Prepare and process 
departmental documents.Provide administrative and logistical support to the Directorate. 
Enquiries: Mr JN Matiala, tel. (012) 441-3648. 

The Department of Arts and Culture Is an equal opportunity, affirmative action employer and it Is the intention of the 
Department to promote representivity in the Public Sector through the filling of these posts. Persons whose transfer/ 
promotion/appointment will promote representivity will therefore receive preference. An indication in this regard will 
expedite the processing at applications. People with disabilities are encouraged to apply. 
Applications must be submitted on Form Z83, obtainable from any Government department or online at wuvw.govza 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 applicant's ID and all relevant educational 
qualifications. It is the applicants responsibility to have foreign qualifications evaluated by the South African Qualifications 
Authority (SAGA) 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 automahcally disqualify applications. No 
faxes ore-mails will be accepted. The Department reserves the right not to 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 at these checks, which include security clearance and vetting, qualifications and employment history verification, as well 
as identity and criminal 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 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•dellvered to We Department of Arts and Culture, Kingsley Centre, 2nd Floor, cnr Church and Beatrix Streets, Arcadia, 
Pretoria. 
Closing date: 25 September 2009. 

Nikier REPUBLIC OF SOUTH AFRICA 

Human Communications 80969 
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REPUBLIC OF SOUTH AFRICA 

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

CHIEF DIRECTORATE: HUMAN RESOURCES MANAGEMENT 

Deputy Director: Performance Management (PMDS) 
Salary package: R448 521 per annum (Ref: D001) 

Requirements: • An appropriate 3-year tertiary degree/National diploma In Human Resources or related field 
•At least 4 years' experience in an HR environment inclusive of performance management • Good organisational, 
planning, networking and analytical skills • Strong communication skills, both written and verbal, coupled with 
good interpersonal skills • 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 related to the Performance Management 
and Development System (PMDS) • Advise on, and support the Department In the implementation of policies and 
frameworks 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 • Monitor and evaluate the effectiveness of the system • Train, develop and 
supervise subordinates (direct and indirectly) • Render an advisory service to the branch and Central Moderating 
Committee •Train DAC employees on the Performance Management 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 • Provide inputs on necessary development 
intervention to relevant Managers. 
Enquiries: Ms Lonaine van derWesthuizen, tel: 012 441-3577. 

OFFICE OF THE MINISTER 

Assistant Private Secretary 
Salary: R192 540 per annum (Ref: AP01) 

Requirements: • A Senior certificate with a minimum of 3 years' relevant experience • Knowledge of computer 
software programmes • Understanding of the composition and functioning of the DAC • Excellent written and 
verbal communication skills • Good administrative, organising and coordination skills • Knowledge of the 
functioning of Cabinet, Parliament and Govemment in general. 
Key performance areas: • Assist the Private Secretary to manage the diary of the Executive Authority (Minister) 
• Provide comprehensive secretarial support to the Minister, Special Advisors and the Office of the Minister 
• Effective administration support to the Office of the Minister • Provide logistical support including travel and 
accommodation bookings, processing of travel and subsistence claims • Liaise with Parliament stakeholders and 
constituency in consultation with the Appointment Secretary • Handle all matters as instructed by the Minister and 
Chief of Staff • Organise visas for international travel through DEA/F_mbassies • Handle and respond to queries 
from line pubic and the Department and refer to the relevant person withinthe Department • Create and maintain a 
database for Ministers business associates • Make logistical arrangements forVIP lounge access, accommodation 
and transport for international travel • Compile subsistence and transport advances and claims for domestic aril 
international trips • Keep records of financial statements • Refreshments and catering management 
Enquiries: Ms Lorraine van der Westhuizen, tel: 012 441-3577. 

The Department of Arts and Culture is an equal opportunity affirmative action employer and it is the 
intention to promote representativity in the Public Sector through the filling of these posts. Persons 
whose transferipromotion/appoinhnent will promote ropresentativity will therefore receive preference. 
An indication in this regard win expedite the processing of applications. People with disabilities are 
encouraeed to apply.  
Applications must be submitted on Form 283, obtainable from any Govemment Department or online at 
www.govm. All sections of the 283 must be completed and the application form should be accompanied 
by a eomorehensive CV (including two recent and cootactable referees) and certified copies of the  

ID n ed o I ' ons. It is the applicant's responsibildy to have foreign 
qualifications evaluated by the South African Qualification Authority (SAGA) 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 faxed ore-mails will be accepted. 
•Pleasenote that an successful candidates will haveto undergo security clearance and their appoinbnents 
will be provisional pending the outcome of a security clearance • Successful candidates will be required 
to 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 as within 3 months of the closing date, 
please assume that your application was unsuccessful. All 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 X897, Pretoria 
0001. Applications can also be hand delivered to the Department of Arts and Culture, Kingsley Centre, 
2. Floor, Cnr Church and Beatrix Streetrcadia, Pretoria. 

	

Closing date: 23 November 2009. 	 JobVestausene 
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Dipi,ty Director: Electronic Public Records Governance 
- Chief Direciorate: National Archives 

• • All inclusive remuneration package of R407 745 per annum (Ref 1450 5/1 ) 

Requirements: • An appropriate recognised Bachelor's degree or equivalent qualification • A postgraduate professional archival 
qualification would be a recommendation • Extensive experience and in-depth knowledge regarding the pubic archival regulation 
of records management practices and electronic records systems of governmental bodies and international best practice • Sound 
understanding of ICT policy and concepts as well as computer literacy • Proven ability as a Manager and Supervisor of staff 
• Proven aptitude for conceptual and analytical thinking coupled with detail orientation • Proven aptitude for independent, 
sell-drone work • Proven cervix delivery orientation • Sound verbal and written communication skills • Sound Interpersonal 
negotiation and conflict management skills. 
Key performance area. • Formulate and develop proposed transversal policies and guidelines to regulate the management of 
electronic public records in govenmental bodies • Determine the conditions for and evaluate the records management functionality 
of electronic 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 • Manage the Sub-Directorate. 
Enquiries: Mr Johannes Matlala tel (012)441 3648 

•. 
Deputy Director: Public Records Governance: • 

Intergovernmental Relations 
Chief Directorate: National Archives • - • All-Inclusive remuneration package of R407 745 per annum (Ref: 144505/2) 

finairamonto: • An appropriate recognised Bachetor's degree or equivalent qualification • Extensive experience and in-depth 
knowledge regarding the archival regulation of recede management practices of governmental bodies and archival management 
• Practical experience and in-depth knowledge regarding the execution of public records management programmes • Proven 
strong planning and co-ordination skills • Proven strong interpersonal, negotiation and conflict management skills suited to 
faster collaboration • Proven sluing verbal and written communication skills • Proven ability as a Manager and Supervisor of staff 
• Proven aptitude for conceptual and analytical thinking coupled with detail orientation • Proven aptitude for independent, self-
driven wort • Proven smiles delivery orientation • Sound understanding of IT concepts and computer literacy. 
Key performance area. • Co-ordinate relations with provincial archives services and proWde professional guidelines, assistance 
and support to develop records management capacity • Develop and maintain strategic partnerships with regulatory agencies 
and other bodies 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 bodies, and maintain policies and published 
prescripts • Supervise the rendering of statutory regulatory records management services • Manage the Sub-Directorate. 
Enquiries: Ms Zombie Melaka, teL (012) 441 3730 

• 
Assistant Director: Employee Wellness' 

Chief Directorate: Human Resource Management • 

	

- Salary: P I 74 243 per annum (Ref: 14505/3) 	• • • 
Requirements: • An appropriate three-year degree/diploma in Social Science or Psychology • Registration with the South African 
Council Services Professions (SACSSP) as a Social Worker or the HPCA as a Psychologist • Appropriate knowledge of and extensive 
experience in Employee Wellness Programme as well as short-term counselling • Good communication and writing skills • Good 
computer skills. 
Key performance area. • Develop the Employee Wellness policy • Implement the Employee Wellness progra mme to all stakeholders 
• Tether Life Stills programmes • Ca-ordinate and manage the employee referral system • Sc basic counselling of troubled 
employees • Monitor and review effectiveness of operational actiWties and interventions • Liaise, co-ordinate and monitor external 
service providers and their activities. 
Enquiries: Ms 2andile Malaita. 'el. (012) 441 3730 

Human Resource Development Practitioner. 
Chief Directorate: Human Resource Management •... 

. Salary: 9145 920 per annum (Ref 14505/41 • 

Requirements: • An appropriate three-year degree or National Diploma in the field of Human Resource Management Of Development 
• Training and development experience • Exposure to the Human Resources Training and Development environment and processes 
• Knowledge of relevant HRD legislative framework such as Skills Development, Labour Relations Act SAGA, NOE, Public Service 
Act, Public Regulations Act, Employment Equity Act and other related acts • Good writing and verbal communication skills 
• Training/presentation and interpersonal skills • Client orientation and customer focus • Strong administration skills • Project 
management skits. 
Key performance areas: • Co-ordinate and administer departmental bursary scheme • Assist with the arrangement for induction 
and internship programme • Getter inputs for the development or workplace skills plan and implement training needs as outlined in 
the employee's Performance Development Plan (PDP) • Manage databases of HAD • Compile training reports and provide statistics 
• Source service providers and verity their accreditation status. 
Enquiries: Ms Amanda Giyose, tel. (012) 441 nai 

. 	 . 

Chief NetwOil -  Controller Information Technology Operations 
and Maintenance • . 

Directorate: Information Technology: . 
•• 	•• 

Salary R145 920 per annum (Ref: 14505/5) 

Requirements: • Relevant academic ICT qualification or an A+, ire coupled with a MCSE • At least one (I) year's experience in 
an ICT environment • Knowledge of various operating systems, e.g. Lino; Windows, Mac Doer well as advanced skills in office 
productioty tools such as Open Office, MS Office, and e-mail software • Exposure 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 skills • Experience in LAN/Desktop support as well as knowledge of transversal systems • A valid driver's licence 
Key performance area. Reporting to the Manage, IT Operations and Maintenance, the incumbent will assist users by responding 
to calls logged an the Service Desk tool • Troubleshoot software and hardware problems • Ensure proper implementation of policy 
and procedures related to ICT operation in the Department • Monitor and wort, with service providers to ensure adherence to 
procedures • Compile reports on system performance and daily duties • Assist users with IT training in general • Responsible for 
some ICT projects administration. 
Miter Short- listed applicants will undergo a competency test 
Enquiries: Ms Pertunia Mulauctri, 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 
representivity 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 Farm 283, obtainable from any Government department 
or online at www.gov.za  
All sections of the 283 must he completed and he 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 
qualifications. It is the applicant's responsibility to have foreign qualifications evaluated by the South African Qualification 
Authority ISA0A) prior to the selection process. Applicants applying Mr more than one post most submit a separate form 283 Jas well 
as the documentation mentioned above) in moped 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 faxed or 
e-mailed applications will be ticcepted. The Department reserves the debt not to fill the above-mentioned posts. 
Please note: • Applicants 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 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 sf duty 
All positions are based in Pretoria. 
Meese forward goer appication, quoting the referent reference number and the name of This publication Some Chief Director: 
Homan Resource Management Department of Arts and Culture, Private Bag X897, Pretoria, 0001. Applications can also be hand 
delvered to the Department of Arts and Culture, langsley Centre, 2nd Floor, ear Church and Bosnia Streets, kcatia, Pretoria. 
Closing date: 21 August 2009 
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14„.1 REPUBLIC OF SOUTH AFRICA 

Director: Human Language Technologies 
All-inclusive 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 Bachelors degree or equivalent qualdication, with a language as a major. A qualification in FT 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 skills • Strong verbal and written communication sIdUs • Computer 
literacy• A good understanding of the PFMA• A goad understanding at the National Language Policy Framework. Malylical and 
strategic thinking ability. 

Key performance areas: • Provide executive leadership 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 National Centre for Human 
Language Technologies • Monitor the global HLT scene on an ongoing basis, in order to update local alms and strategies • Drive 
the process of locating HLT within the broader Information Society • Identify relevant training needs for HLT personnel. 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 Arts and Genera Is an equal opportunity, affirmative action employer and it is the intention Is promote 
representhAty in the Public Sector through the filling at this post. Persons whose transthripromotionfappoiniment win 
promote representivity 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 Z83, obtainable from any Government department or online at woragov.m ALL sections 
of the Z83 most he completed and signed and the application fan should be accompanied by a comprehensive CV (including 
two recent and conlactahle referees) and ORIGINAL CERTIFIED copies of the applicant's ID and all relevant educational 
qualMcalions. It Is the applicant's responsibility to have foreign qualifications evaluated by the South Ahican Dualifications 
Authority (SADA) prior to the selection process. Applicants applying for more than one post must submit a separate Form Z83 
(as ...II as the documentation mentioned above) in respect of each post, being applied for. Ban applicant wishes to withdraw 
an 	ague, ft must be done in writing. Failure to submit the required documentation MD automatically disqualify 
arh. 	Ans. No faxes or e-mails will be accepted. The Department reserves the right not anti the above-mentioned posts. 
Please nate: • Further checks will be conducted once candidates an short-listed and appointment is subject to the positive 
outcome of these checks, which include security clearance and vetting, quarrfications and employment history verification, as well 
as identity and criminal record checking • The successful candidate will be required to sign a performance agreement within 3 
months of assumption of duty. 
THIS POSMON IS BASED IN PRETORIA. 
Please forward your application, quoting the relevant reference number and the name of this publication, to: The Director. 
Human Resouthe Management, Department of Arts and Culture, Private Bag 0857, Pretoria 0501. Applicatiom can also be 
hand-delivered to the Department of Arts and Culture, Kingsley Centre, 2nd Ram, cnr Church and Beards Streets, Arcadia, 
Pretoria. 
Closing date: 19 June 2009. 

tt arts and culture 
D7 	' 1s and a 	ultute 

Human Communications 50320 



arts and culture 
Department: 
Arts and Culture 

%MO REPUBLIC OF SOUTH AFRICA 

Legal Administration Officer 
DIRECTORATE: LEGAL SERVICES 

Salary: R174 243 per annum (Ref. 5567312) 
Requirements:•An appropriate BProc or LLB degree •Appropriate post-qualification experience in 
the legal profession or in the application of law • 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 • 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 • Interpersonal skills • Good communication (verbal and 
written) skills • Computer literacy (MS Word, PowerPoint and Outlook)•The willingness to travel. 
Key performance areas: • 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 so Information Act • Assist in 
the application and interpretation of labour law and legislation administered by the Department 
• Provide litigation support • Liaise with clients, counsel, the State Attorney, other organs of state 
and the public • Provide legal advice on enforcement and compliance • Provide general legal 
support to the Department and Ministry to ensure that the goals of the Department are met 
• Comment or make recommendations on policies/strategies for the Department 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: • 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 • Good 
planning and organising skills • Good communication and interpersonal skills • Analytical thinking 
and innovativeness/creativity • Policy formulation skills • The ability to work under pressure 
• Knowledge of Government processes and procedures, as well as relevant legislation and HR 
prescripts • Knowledge of PERSAL • General computer literacy • Client orientation and problem-
solving skills •A good understanding of relevant legislation. 
Key performance areas: • Manage the administration of employee benefits • Monitor and advise on 
matters related to employee benefit administration and policies • Ensure adherence to policies 
related to employee benefit administration •Train, develop and supervise subordinates (directly and 
indirectly) • Compile and review HR policies • Provide reports and statistics related to employee 
benefit administration, such as abuse of sick leave, employee turnover, etc within the Department 
• Proactively consult with clients on matters related to employee benefit administration. 
Enquiries: Ms Zandile Melaka, 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 filling of these pasts. 
Persons whose transfer/promotion/appointment will promote representivity 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 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 
term should he accompanied by a comprehensive CV (Including two recent and contestable 
referees) 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 
South African Qualifications Authority (SAGA) prior to the selection process. Applicants applying 
for more than one post must submit a separate Farm Z83 (an 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 emails will he 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 am 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 • 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 Resource Management, Department of Arts and 
Culture, Private Bag X897, Pretoria 0001. Applications can also be hand-delivered to the 
Department of Arts and Culhire, Kingsley Centre, 2nd Floor, err Church and Beatrix Streets, 
Arcadia, Pretoria. 
Closing date: 13 March 2009. 
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arts and culture 
Department: 
Arts and Culture 

Nku10,  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) 
Requirements: Applicants must be in possession of a relevant 3-year Bachelor's degree. The 
following will serve as strong recommendations: • A good understanding of the heritage sector 
• Strong policy formulation and research skills • Excellent verbal and written communication and 
liaison skills • Analytical and problem-solving skills • An understanding of the importance of 
heritage in meeting broader Govemance imperatives • Excellent interpersonal skills and the ability 
to work as part of a dynamic team. 
Key performance areas: • Assist in the implementation of a research and policy agenda for the 
Heritage Chief Directorate • Assist in the formulation and review of heritage policies and legislation 
• Develop position papers and discussion documents • Liaise with heritage stakeholders, including 
other Government departments, statutory institutions and civil society • Facilitate and co-ordinate 
research projects.Supervise and manage service providers and policy panels. 
Enquiries: Ms Zandile Melaka, 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: .A three-year degree/National Diploma in Human Resource Management or Social 
Sciences or Senior Certificate with at least 4 years experience in the field of Human Resource 
Management • Good understanding of the HR field • Adequate relevant experience. Good planning 
and organising skills • Good communication and interpersonal skills • Analytical thinking and 
innovation/creativity • Policy formulation skills • Ability to work under pressure • Knowledge of 
Government processes and procedures as well as relevant HR prescripts • Knowledge of PERSAL 
• General computer literacy • Client orientation and problem-solving skills .Good understanding of 
relevant legislation. 
Key performance areas:. Draft, edit and place recruitment advertisements • Handle response to 
advertised posts • Recruit temporary/relief employees • Provide HR advice and secretarial services 
during the interviews • Present management reports on recruitment trends within the Department 
of Arts and Culture • Render an effective advisory service on recruitment processes • Liaise with 
other HR components on employee changes • Manage and supervise employees of the Section: 
Recruitment and Selection • Draft submissions to secure approval for appointment of recommended 
candidates • Ensure processing of payments for advertised posts and recruitment agencies for 
services rendered • Supervisory responsibilities • Administer exit interview questionnaires 
• Facilitate competency assessment and verification of qualifications and employment history as 
part of the Recruitment and Selection processes. 
Enquiries: Ms Loraine van der Westhuizen, 	(012) 441-3755. 

Chief Language Practitioner: Afrikaans 
(EDITOR/TRANSLATOR) 

CHIEF DIRECTORATE: IMATIONAL LANGUAGE SERVICE 
Salary: R174 234 per annum (Ref. 54926/3) 

Requirements: • An appropriate, recognised Bachelors degree, preferably with Afrikaans, 
Linguistics or Translation as major subject(s) • Afrikaans as a first language • Excellent command 
of English • At least 5 years' proven editing and translation experience • Proven general computer 
literacy • The ability to edit and translate text electronically • Successful completion of a 
departmental editing and translation test • Good written and verbal communication skills • The 
ability to work under pressure • Good interpersonal skills • Knowledge of the National Language 
Policy. 
Further recommendations: • A postgraduate qualification in Translation • Experience in editing and 
translating publications in the public sector. Experience in editing and translation legislation . SATI 
accreditation as a translator and/or editor, and/or accreditation as a sworn translator in the relevant 
language(s). 
Key performance areas: • Edit in Afrikaans, and translate from English into Afrikaans, a wide 
variety of official documents • Supervise and train subordinates • Exercise quality control over 
internal and outsourced work • Coordinate intemal and outsourcing administration • Liaise with 
clients and freelancers • Give language advice. 
Note: Only short-listed candidates will write the required test. 
Enquiries: Mr Joey Matlala, tel. 012-441-2648. 

The Department of Arts and Culture is an equal opportunity, affirmative action employer and 
it is the intention to promote representativity in the Public Sector Through the filling of these 
posts. Persons whose transfer/promotion/appointment will promote representativity 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 Z83 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 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. Faiiure to submit the required documentation will automatically 
disqualify applications. No faxes or emails will be accepted. The Department reserves the right not to fill the 
above-mentioned post(s). 
Note: • Applicants most 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 • Successful 
candidates will he 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, cnr Church and Beatrix Streets, 
Arcadia, Pretoria. 
Closing date: 20 February 2009. 
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arts and culture 
Department: 
Arts and Culture 

Ittkoof REPUBLIC OF SOUTH AFRICA 

Director: Risk Management 
BRANCH: CORPORATE SERVICES 

Salary: R615 633 per annum, induding 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 according to the 
individual's personal needs (Ref. 56057/1) 

Requirements: • A Bachelor's degree or National Diploma in Risk Management/Auditing/Finance/ 
Economics/Business Management • Substantial risk management experience • Extensive managerial 
experience • Strategic and leadership capabilities • Client orientation and customer focus • People 
management and empowerment • Project management • Financial management, as well as change 
management skills. 
Key performance areas:• Lead, co-ordinate and consolidate the Enterprise Risk Management (ERM) effort 
of the Department • Manage the execution of ERM processes • Develop and review risk management 
strategy and policies, as well as risk limits • Establish and maintain the use of appropriate ERM 
methodologies, tools and techniques • Facilitate enterprise-wide risk assessments and monitor priority risks 
across the Department • Ensure the effective alignment of ERM processes with the internal audit processes 
• Provide training and promote the advocacy of risk management. 
Please note: The successful candidates will be subjected to competency assessment. He/she will be 
required to sign a performance agreement within 3 months of assumption 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: • A 3-year degree or National Diploma in Social Sciences, Arts or Humanities • At least 3 
years' experience in the arts and culture sector • Lateral and strategic thinking skills • Communication, 
networking and Interpersonal skills • Administrative, organisational, conceptual and writing skills 
• Knowledge of project management principles • The ability to operate Word, Excel and PowerPoint • A 
valid driver's licence will some as an advantage. 
Key performance areas: Reporting directly to the Deputy Director. Heritage Institutions, the incumbent will: 
• Assist with all matters pertaining to Heritage Institutions and cultural partnerships • Maintain legislation 
and regulations pertaining to Heritage Institutions and assist with the implementation thereof • Assist with 
the appointment of Councils for Heritage Institutions • Liaise with other stakeholders, Governmental 
departments, as well as provincial and local authorities • Assist with the transformation process of Heritage 
Institutions, enabling them to become relevant for all sectors of the population • Address enquiries received 
from the heritage fratemity and the public at large • Undertake working visits to the Declared Cultural 
Institutions to identify needs, problems, strengths, weaknesses and opportunities • Prepare submissions 
and answer Parliamentary questions, letters and correspondence related to heritage Issues. 
Enquiries: Ms Zandile Maloka, lel. (012) 44t-3730. 

Chief Language Practitioner: Setswana Terminologist 
CHIEF DIRECTORATE: NATIONAL LANGUAGE SERVICE 

Salary: R174 243 per annum (Ref. 56057/3) 
Requirements: • An appropriate Bachelor's degree or equivalent qualification with Setswana as a major 
subject • Specialisation in Terminography/Lexicography will serve as a strong recommendation • At least 3 
years' experience in terminology development or within a translation environment • Project management 
skills • Computer literacy • Excellent written and verbal communication skills • Supervisory skills • Good 
interpersonal skills. 
Key performance areas: • Manage the steps in the terminology development process • Conduct research 
on terminology principles for f3etswana • Assist with training and capacity building programmes • Attend, 
take minutes at and keep a working record of terminology working meetings • Update the database • Lead 
allocated terminology projects • Liaise and negotiate with relevant stakeholders • Supervise staff 
• Participate in other projects that are vital to the implementation of the National Language Policy 
Framework • 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) 
Requirements: • An LLB degree or other 344-year legal qualification, plus a minimum of 2-3 years' relevant 
experience • Knowledge of and experience in the Basic Accounting System (BAS), the Public Finance 
Management Act (PFMA), Treasury Regulations and Government Financial Policies • Computer literacy (MS 
Office package) • Excellent communication skills (verbal and written) • Good interpersonal relations 
• Research and report writing skills • Management and supervisory skills. A valid Code 08 driver's licence. 
Key performance areas:• 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 • Liaise with the Traffic Department, State Attorney's Office 
and SA Police Service • Deter mine 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 Giyosie, tel. (012)441-3701. 

The Deparbnent of Arts and Culture Is an equal opputunity, affirmative action employer and It is the 
intention to promote representivity in the Public Sector through the filling of these posts. Persons whose 
transfer/promotion/appointment will promote representivity 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 Z83, obtainable from any Govemment department or online at 
www.gov.za  ALL sections of the 783 must be completed and signed and the application form should be 
accompanied By a comprehensive CV (including two recent and contestable referees) and ORIGINAL 
CERTIFIED copies of the applicant's RI and all relevant educational qualifications. It is the applicant's 
responsibility to have foreign qualifications evaluated by the South African Qualifications Authority 
(SADA) 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 he 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: • 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 number and the name or 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, 2nd Floor, cnr Church and Beatrix Streets, Arcadia, Pretoria. 
Closing date: 3 April 2003  
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arts and culture 
Department 
ass and Culture 
REPUBLIC OF SOUTH AFRICA 

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

DIRECTOR: FINANCIAL MANAGEMENT 
BRANCH: CORPORATE SERVICES 

All inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref. 279/1) 
REQUIREMENTS: •A multi-skilled person who holds a recognised Bachelors degree or National diploma and extensive experience, preferably In 
Public Sector Finance •Strong knowledge of financial control measures and extensive experience in the financial management environment are 
essential •Strategic and leadership capabilities •Client orientation and customer focus •People management and empowerment •Project 
Management as well as change management 
KEY PERFORMANCE AREAS: •Evaluate submissions to the Accounting Officer •Manage the compilation of revenue and expenditure reports 
•Manage the compilation and submission of the operational budget in terms of the MTEF budget cycle -Compile the Appropriation Accounts and 
Annual Financial Statements Ito GRAP •Provide strategic leadership and direction with regard to Financial Management •Develop and monitor the 
implementation of accounting policies •Ensure compliance with financial norms and standards, i.e. the Public Finance Management Act and Treasury 
Regulations. 
PLEASE NOTE: •The successful candidate will be subjected to a competency assessment •He/She will be required to sign a performance agreement 
within 3 months of assumption of duty. 
ENQUIRIES: Ms Zandile Melaka, Tel.: (012) 441-3730 . 

DIRECTOR: FINANCIAL ADMINISTRATION 
BRANCH: CORPORATE SERVICES 

All inclusive remuneration package of R 615 633 per annum to be structured in accordance with the rules for Senior Management Services (Ref. 279/2) 
REQUIREMENTS: •An appropriate three-year Bachelors degree or National Diploma, coupled with experience in Financial Management •Thorough 
knowledge of the Public Finance Management Act Treasury Regulations and Instructions, financial management policies and systems, particularly 
BAS, PERSAL, etc. •In-depth knowledge of budget procedures •Adequate experience in financial administration, bookkeeping and reporting 
• Strategic and leadership capabilities •Client orientation and customer focus •People management and empowerment •Project Management as well 
as change management 
KEY PERFORMANCE AREAS: The successful candidate's responsibility will he to: •Implement effective, efficient and transparent systems for 
financial control •Take effective and appropriate steps to prevent unauthorised, irregular, fruitless and wasteful expenditure and losses resulting from 
criminal conduct •Analyse and manage cash flow •Compile and analyse the annual financial statements in accordance with Generally Accepted 
Accounting Practices •Manage different financial accounts. 
PLEASE NOTE: •The successful candidate will be subjected to a competency assessment •1-lelShe will be required to sign a performance agreement 
within 3 months of assumption of duly. 
ENQUIRIES: Mr Joey Matlala, Tel.: (012) 441-3648. 

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 Management or related field •A minimum of 5 years 
experience in Corporate Govemance within a business management or public service environment •Extensive knowledge and understanding of 
corporate governance (finance) principles and compliance monitoring •Good research, analytical, problem identification and solving skills •Project 
management skills, as well as strategic thinking abilities •Computer literacy •Excellent written and verbal skills •Good interpersonal skills. 

KEY PERFORMANCE AREAS: •Develop and implement systems to ensure compliance with legislation applicable to Ads and Culture Public Entities 
• Inculcate the culture of good corporate govemance within these entities •Report to the Director. Corporate Govemance and other officials on trends 
and developments on corporate governance in public entities •Draft policy guidelines and procedures for the promotion of good corporate governance 
in public entities •Conduct corporate govemance benchmarking and report on public entities compliance with good corporate governance principles 
• Facilitate and oversee the implementation of sound corporate governance practices within the public entities •Ensure strategic alignment of public 
entities strategic plans in support of the Departments mandate and goals and the goals of government •Monitor and evaluate the corporate 
governance performance of the public entities •Identity and define specific information needs and relevant interfaces of public advice on financial 
matters and advice on the implications of planned actions •Assist in the interpretation and implementation of legislation and other regulatory provisions 
insofar as they apply to public entities •Assist in the monitoring and evaluation of the financial compliance and performance of public entities •Assist in 
the management and interpretation of the corporate plans, anneal and quarterly reports of the public entities •Manage compliance with policy 
requirements for public entities •Provide timeous reports in relation 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 National diploma •A postgraduate qualification will be an added advantage •Experience in 
strategic planning, implementation and reporting •Ari understanding of the South African Public Service and ifs operations •Sound knowledge of the 
arts and culture sector will also serve as an advantage •Ability to apply interpersonal skills and analytical skills •Business Report writing skills •An 
innovative and creative thinker •Results-driven •Excellent verbal and written communication skills. 

KEY PERFORMANCE AREAS: •To provide strategic support to the office of the Chief Directorate: Co-ordination, Monitoring and Evaluation •Develop 
systems and processes to collate performance information inputs from the DAC programme managers, e.g. Departmental Strategic Plan, Quarterly 
Reports and Annual Report -Advise programme managers on the standard templates relevant for the performance information •Liaise and make 
follow-ups with programme managers on submission of the perfornance information •Store, preserve and disseminate the performance information 
•Conduct research •Identify and prepare required documentation for the Chief Directorate's strategic meetings and workshops •Take minutes during 
meetings •Serve as executive support to the Chief Directorate •Ensure high level Intervention as required on reporting performance areas. 
PLEASE NOTE: •This is a re-advertisement of Ref. 44636/2. Candidates who previously applied are encouraged 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 filling of these posts. Persons whose transfer / promotion / appointment will promote representativity 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 Z83, obtainable from any Government department or online at vnvw.govsa. ALL SECTIONS OF THE Z83 
MUST BE COMPLETED. Application form(s) 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) Applicants applying for more than one post must submit a separate 283 form 
(as well as the documentation mentioned above) In respect of each post they apply for. H 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 post(s). 
PLEASE NOTE: •Applicants 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 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. 

THESE POSITIONS ARE BASED IN PRETORIA. 
Please fonvard your application, quoting the relevant reference number & the name of this publication to: The Director: Human Resource 
Management, Department of Arts & Culture, 1.113ag 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. 	 555 AD50279 



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 

regard will expedite the processing of applications 

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 nd  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. 

CLOSING DATE 
NOTE 

   

OTHER POST 

POST 13112 	 SENIOR ACCOUNTING CLERK: PERSAL 

SALARY 	 R76 194 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 A Grade 12 certificate, Certificate in Accounting or Commerce, One year relevant 

experience, Computer literacy (MS Word/Excel), Good knowledge of PERSAL 
DUTIES  Key Performance Areas: The successful candidate will be responsible for 

salaries e.g. capturing allowances, deductions, T&S and IRP5 accumulations on 
PERSAL. Issuing pay slips and reconciling payroll. Filling PERSAL runs report 
and salary documents. 

REQUIREMENTS 	 Please Note: • 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. 

ENQUIRIES 	 Mr Joey Matlala, Tel 012 441 3648 
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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 

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, 2nd  Floor, 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 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. Please Note: • 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. 

APPLICATIONS 

CLOSING DATE 
NOTE 

OTHER POST 

POST 09/11 	 FOOD SERVICES AID 

SALARY 	 R 47 787 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Grade 10 • Good communication skills and relevant experience 
DUTIES 	 Wash crockery, dishes and plates • Keep the kitchen / tearoom clean • Clean 

the kettle • Clean the refrigerator and microwave • Wash dishcloths and keep 
them clean • Cleaning of crockery cupboard • Fill the kettle with water • Work at 
the Conference and Committee rooms on a rotating basis • preparing of tea / 
coffee. 

ENQUIRIES 	 Ms Z Maloka Tel 012 441 3730 
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arts and culture 
Department: 
Arts and Culture 
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 (LEVEL 8) 

REF 	 : 4/2009 

SALARY NOTCH 	 : R 145 920-00 per annum 

REQUIREMENTS 

• A BA degree or National Diploma in Public Management and Administration or related 

field 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 • 

Excellent interpersonal 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 management system • Good 

record keeping abilities • Must be in possession of a valid drivers license. 

DUTIES 

• The post 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 which includes financial and provisioning administration • Filing 

of documents and ensure proper record keeping • Take minutes of the Chief Directorate's 

meetings • 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 • 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.qov.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. 

PLEASE NOTE: • 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 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, 2nd  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 
Department 
Ms and Culture 
REPUBIJC OF SOUTH AFRICA 

Director: Human Language Technologies 
All-inclusive 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 Bachelors degree or equtyalent qualification, with a language as a 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 skills • Strong verbal and written communication slolls • Computer 
literacy. A good understanding of the PFMA• A good understanding of the National Language Policy Framework. Analytical and 
strategic thinking ability. 
Key performance areas: • Provide executive leadership 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 National Centre for Human 
Language Technologies • Monitor the global HLT scene on an ongoing basis, in order to update local aims and strategies *Drive 
the process of locating HLT within the broader Information Society • Identity relevant training needs for HLT personnel. Negotiate 
and liaise with role-players• Supervise staff. 
Note: This D 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 Arts and Culture is an equal opportunity, affirmative action employer and it is the Intention to promote 
representivity in the Public Sector through the filling of this pest. Persons whose Iransterlpromotiordappointment will 
promote representivity will therefore receive preference. An Indication in this regard will expedite the processing of 
applicatians. People with disabilities are encouraged to apply. 
Applications must be submitted on Form 283, obtainable from any Government department or online at wiw.govza ALL sections 
of the 283 must be completed and signed and the application form shield he accompanied by a comprehensive CV (including 
two recent and contestable referees) and ORIGINAL CERTIFIED copies of Ore applicant's ID and all relevant educational 
qualifications. It is the applicant's responsibility to have foreign qualifications evaluated by the South Akican Qualifications 
Authority (SADA) prior to the selectian process. Applicants applying for more than one post must submit a separate Farm 283 
(as mil  as the documentation mentioned above) in respect el each post, being applied for. Nan applicant wishes to withdraw 
ar 	ation, it must be done in writing. Failure to submit the required documentation will automatically dinqualify 
ap, 	ens. No lases or a-mails will be accepted, The Department reserves the right not to All 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 checldng • The successful candidate will be required to sign a performance agreement within 3 
months of assumption of duty. 
THIS PDSMON IS BASED IN PRETORIA. 
Please forward your application, quoting the relevant reference number and the name en this publication, to: The Director. 
Human Resource Management, Department of Arts and Culture, Private Bag X897, Pretoria 0001. Applications can also he 
haad•delivered to the Department of Ads and Culture, Kingsley Centre, 2nd Floor, cnr Church and Deakin Streets, Arcadia, 
Pretoria. 
Closing date: 19 June 2009. 



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 

regard will expedite the processing of applications 

APPLICATIONS 

CLOSING DATE 
NOTE 

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 nd  Floor, Cnr Church and Beatrix Streets, Arcadia, Pretoria 
12 June 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 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 

POST 21/13 	 ADMINISTRATIVE CLERK 

SALARY 	 R117 501 r annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 organising, interpersonal sensitivity, flexibility, resilience, personal 
motivation, problem solving and analysis skill and specialist knowledge. 

DUTIES The successful candidate will manage workflow 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 of the Chief Directorate's meetings and follow-up on activities / 
decisions. Arrange seminars, conference and workshops. Performs any other 
office administration or communications related task as instructed by the Chief 
Director. An active interest in Communications work. 

ENQUIRIES 	 Mr J Matlala, Tel 012 441 3648 
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SALARY 	 R 117 501.00 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 and written skills. Problem solving and analytical 
skills. 

DUTIES 	 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 
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. 

ENQUIRIES 	 Mr J Matlala, Tel 012 441-3648 

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

SALARY 	 R 94 326.00 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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. 

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 I appointment will promote representatively will therefore receive preference. An indication in this 
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 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.00v.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). 

HUMAN RESOURCE PRACTITIONER; EMPLOYMENT EQUITY 
ILEVEL 7)  
Chief-Directorate: Human Resource Management 

APPLICATIONS 

CLOSING DATE 
NOTE 

POST 



DUTIES 
	

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. 

ENQUIRIES 
	

Ms Pertunia Mulaudzi, Tel 012 441-3716 

POST 	 SENIOR ADMINISTRATION CLERK (LEVEL6) 
Chief-Directorate: Investing in Culture 

SALARY 	 R 94 326.00 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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. 

DUTIES 	 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. 

ENQUIRIES 	 Ms Amanda Giyose, Tel 012 441-3701 



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 

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, Cnr Church and Beatrix Streets, Arcadia, Pretoria. All 

advertised positions are based in Pretoria. 

CLOSING DATE 	 18 August 2009 

NOTE 	 Applications must be submitted on Form Z83, obtainable from 

any Government department or online at www.qov.za . It must 

be accompanied by a comprehensive CV (including two recent 

and contactable referees) and certified copies of all 

qualifications. • 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 

• Successful candidates will be required to 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 has been unsuccessful. 

Failure 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 	 • Senior Certificate/Grade 12 • Extensive experience and know- 

ledge in Records and or Archival Management • Essential corn- 



petencies: good communication; interpersonal skills; computer 

literacy; understanding of effective filling systems and ability to 

work under pressure • Drivers License is compulsory. 

DUTIES 
	

Key performance areas: • Render efficient clerical and 

administrative support in the office of the Director-General • 

Record Management • Messaging services and office logistics • 

Photocopying • Faxing • 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 the filling of these posts. Persons 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 encourage to apply 

Applications must be submitted on Form Z83, obtainable from any Government department or online at www.qov.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 educationaLqualifications.  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: • 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. 

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, O d  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 

regard will expedite the processing of applications 

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 nd  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.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). 

CLOSING DATE 
NOTE 

   

OTHER POSTS 

POST 16/01 	 HUMAN RESOURCE PRACTITIONER: EMPLOYMENT EQUITY 
Chief-Directorate: Human Resource Management 

SALARY 	 R117 501 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 and written skills. Problem solving and analytical skills. 

DUTIES  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 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. 

ENQUIRIES 	 Mr J Matlala, Tel 012 441-3648 

POST 16/02 	 SENIOR ADMINISTRATIVE CLERK 
Chief-Directorate: National Language Services 

SALARY 	 R94 326 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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. 

DUTIES  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. 

ENQUIRIES 	 Ms Pertunia Mulaudzi, Tel 012 441-3716 
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POST 16/03 	 SENIOR ADMINISTRATION CLERK 
Chief-Directorate: Investing in Culture 

SALARY 	 R94 326 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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. 

DUTIES 	 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. 

ENQUIRIES 	 Ms Amanda Giyose, Tel 012 441-3701 



1.- led arts and culture 
Department: 
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: 

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

(REF NR: SAO/01) 

REQUIREMENTS: 	An appropriate recognised BA degree or National Diploma in Public 
Management and Administration or 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 abilities. * Must be in possession of a valid 
drivers licence. 

 

DUTIES: 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 documents and ensure proper record 
keeping. * Take minutes at the Chief Directorate's meetings.* 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. * Create 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 Amanda Giyose: Tel 012 441-3701. 

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

(REF NR: CO/02) 

REQUIREMENTS: 	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 

DUTIES: 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 concise documents.* good communication and 
interpersonal skills. * Accuracy, 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 criteria.* 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 documents, issuing transport claims 
forms to candidates.* Processing of transport claims.* Respond to queries 
regarding the advertised position. 

Shortlisted candidates will be subjected to a typing test. 

Ms Zandile Maloka, Tel: 012 441 3730. 
NOTE:  
ENQUIRIES: 

People with disabilities are encouraged to apply. 

Applications must be submitted on Form Z83, obtainable from any Government Department or online 
at www.qov.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 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, 2nd  
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 	 : 2/2009 

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 • Relevant experience in client 

relations • Ability to work under pressure to meet deadlines • Highly computer literate • 

Good administrative, verbal and written communication skills • Independent thinker with 

the ability to work with minimum supervision • A valid driver's license. 

DUTIES 

• The successful candidate will render administrative support to the Directorate: Facilities 

Management • 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 • Consolidate 

information in reporting on progress of accommodation programme • Ensure effective and 

timeous responses to correspondence related to accommodation • Organise workshops 

with Department of Public Works (DPW) and Public Entities and write reports • 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.00v.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. 

PLEASE NOTE: • 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 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, 2nd  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 	: 	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 can also be hand delivered to the 

Department of Arts and Culture, Kingsley Centre, 2nd  floor, Cnr Church 

and Beatrix Streets, Arcadia, Pretoria. All advertised positions are 

based in Pretoria. 

CLOSING DATE: 	18 August 2009 

NOTE: 	 Applications must be submitted on Form Z83, obtainable from any 

Government department or online at www.qov.za .  It must be 

accompanied by a comprehensive CV (including two recent and 

contactable referees) and certified copies of all qualifications. • 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 • Successful candidates will be 

required to 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 has been 

unsuccessful. Failure to submit the required documentation will 

automatically disqualify applications. No faxes or e-mails will be 

accepted. 

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

DG 

Salary 	 R145 920 per annum 

Centre 	 Pretoria 

REQUIREMENTS 	• 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 

• Organisational and interpersonal skills • Computer literacy (MS 

Word, Excel, Power point, Internet and Outlook) • Ability to function 

independently • Willingness to work under pressure and extended 

hours. 

DUTIES 
	

Key performance areas: 	• To provide effective and efficient 

administration in the office of the Director-General • Handling and 

monitoring the workflow • Coordinating of the document flow i.e. 

memorandums, submissions and letters • Management of messaging 

services • Records management and safekeeping of Records • 

Quality assurance of submissions • Liaise with stakeholders and the 

general 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 representatively 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 department or online at www.qov.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 JD 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: • 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. 

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 nd  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 
regard will expedite the processing of applications 

APPLICATIONS 

CLOSING DATE 
NOTE 

Please forward your application, quoting the relevant reference 
number 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, 2nd  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 Z83, obtainable from any Government department or online at 
www.qov.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). 

  

POST 	 SENIOR SECURITY ADMINISTRATION OFFICER (REF: 03/11) 
Sub-Directorate: Office and Security Services 

SALARY 	 R 161 970.00 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 
and interpersonal skills. Computer literate. Ability to work 
independently and under pressure. Supervisory skills. A valid 
Code 08 driver's licence. 

DUTIES 	 The successful 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 departmental 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 

ENQUIRIES 	 Ms Pertunia Mulaudzi, Tel 012 441-3716 



Applications must be submitted on Form Z83, obtainable from any Government Department or online at 

WWW.CIOV.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 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, 2 nd  Floor, Cnr Church and 

Beatrix Streets, Arcadia, 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 1 (4 POSTS) 

REF 
	

: 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 in the security environment • A valid code EB driver's license is essential • 

The successful candidate(s) will have to obtain a security clearance of secret • Failure to 

obtain the required security clearance will result in the termination of the candidate(s) 

service with immediate effect • 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 skills • Must be willing to work shifts. 

DUTIES 

• The successful candidate(s) will render a protection and security service • To supervise 

Security personnel at all access control points • To be responsible for the protection of 

State Assets and the Information contained in offices • To delegate general security 

duties to Security Officials • To conducted general patrols and observations during shifts 

• Ensure the safe custody and protection of officials • Update equipment regularly and 

the maintenance of security equipment • Inspections of offices internally and other 

buildings • 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.qov.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. 

PLEASE NOTE: • 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 includes security clearances vetting, qualifications, 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 nd  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.qov.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. 

PLEASE NOTE: • 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 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, 2nd  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: 
Arts and Culture 

%." REPUBLIC OF SOUTH AFRICA 

Hooftaalpraktisyn: Afrikaans 
(REDIGEERDER/VERTALER) 

Salads: R174 243 per Jur (Vetw 54926/3) 
Minimum vereistes:• Toepaslike, erkende Baccalaureusgraad of gelykwaardige kwalifikasie, verkieslik 
met Afrikaans, Vertaling of Taalwelenskap as hootvak • Afrikaans as eerste taal • Uitstekende beheersing 
van Engels • Ten minste vyt Mar bewese ondervinding in vertaling en redigering • Bewese algemene 
rekenaargeletterdheid • Vermoe om op die rekenaar to vertaal en teks le redigeer • Suksesvolle aflegging 
van 'n departementele touts wat vertaling en redigering behels • Goeie skriftelike en mondelinge 
kommunikasievaardighede • Vermob um ander druk to week • Gone interpersoonlike vaardighede 
• Kennis van die Nasionale Taalbeleid. 
Verdere aanbevelings: • 'n Nagraanse kwalifikasie in Vertaling • Ondervinding in die vertaling en 
redigering van publikasies in die openbare sektor • Ondervinding in die negating en redigering van 
wetgewing • SAVI-akkreditering as vertaler en/ol redigeerder. enrof akkreditering as geswore vertaler in 
die betrokke taal. 
Sleulelprestasie-areas: • Redigering in Afrikaans, en die vertaling uit Engels in Afrikaans, van 'n vryie 
verskeidenheid amptelike dokumente • Toesighonding oor no deterring 'ran ondergeskiktes • Meien 
van gehalteheheer op interne en uabestede week • KoOrdinering van interne no nithestedingadministrasie 
• Skakeling met Manta en vryskutwerkers • Taaladvieslewering. 
Let wet: Slugs kortlyskandidate sal die vereiste touts allS, 
Nauru: Me. Loraine van der Westhuizen, tel. 012-441-3755. 
Die Department van Kuns en Kellner is werkgewer eat gelyke geleenthede voarstaan en dear 
word berme orn verteenwoordiging in die Staatsdiens In bevorder met die vul van hierdie paste. 
Person. Me se oarplasingibevordering/aanstelling verteenwoordIgIng sal hevorder, sal dus voorkeur 
geniet. 'n Aanduiding In did verband sal die verwerking van aansoeke bespoedig. Gestremde 
persone word aangemoedla om aansoek to doen. 
Aansoeke rnoet ingedien word op Vorm Z.83, wat by enige Staatsdepartement verkrygbaar is. of 
op die Internet by www.govza Alle aldelings van die Z.83 moot ingevul word en die aanssekvorm 
moet vergesel gaan van 'n omvattende CV (inslullende twee ontangse referents met win In 
vertinding gene' kan word) on OORSPRONKLIKE GEWAARMERKTE alskritte van die aansoeker 
on 10-dokument en opypedkundige kwailt Waste. Dit Is aansoekers se verantwoordelikheld om 
bultelandse kwalitikasies enor die keuringsproses deur die Suid-Atrikaanse Kwalifikasie-owerheid 
ISAKO) to laal evalueer. Persona wet om inner as een pos aansoek doen meet 'n aparte Vorm Z.83 
(amok die dokumenle hierbo genoem) vir elke pos Indien. Indien 'n aansoeker in aansoek wit 
ultra, moet dit skriftelik gedaen word. Versuim om die vereiste dokumentasle In to Men, sal 
aansooke oulemalles dIskwalifIseer. Aansoeke per Mks of e-pos word nle aanvaar nie. Die 
Departement behou die reg voor om bogenoemde pos(te) nie In vul nie. 
Let wet: • Alin suksesvolle kandidate sal sekertmidsklaring moot ondergaan en hul aanstellings sal 
oorlopig woes hangende die uitslag van die sekerheidsklaring • Suksesvolle kandidate meet Nun drie 

maande na syMaar aanstelling 'n prestasie-oweenkoms onderteken. 
ALLE POSTE IS IN PRETORIA 
Rig assehlief jou aansoek, met vermeldIng van die leepaslike vensysIngsnommer en die naam van 
hierdie publikasle, aan: Die Waarnemende Hooldirekteur Mensehulpbronbesluur, Departement van 
Kens en Kultuur, Privaatsak UP, Pretoria 0001. Aansoeke kan ark per hand by die Departement 
van Kuns en Kultuur, Kingsleysentrum, 2e glow, hook van Kerk- en Beatrixstraat, Arkadia, Pretoria, 
ingedien word. 
Sluitingsdatum: 20 Februarie 2009. 	 CT 

Hum. Communications 55077 
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• arts and culture 
OW...ens 
Arts arid exi.e 
REPUBLIC OF SOUTH AFRICA 

Aceirtations aro invited from &Litany melded and experienced candidates to fill the logaring pasnions 

Chief Director: Arts and Culture in Social Cohesion 
An alkinclushre remuneration package of R790 953 per annum, consisting of a basic salary (EA% of the total 
remuneration package), the State's contribution to the Government Employees Pension Fund (13% of bade 

salary) and a Sable portion that may be structured in terms of applicable rules and guidelines 
(Ref. 69078/1) 

lrystielternanen Amiloants must be in possession et • A 3-year anplopriste detiretelecenal Deem. in Mn and Collura-relaled 
Mollies • Al least Brats' experience in the relevant field • A postgraduate Management !edification wig be an added advantage. The 
Mowing are essential requirements: • Knowledge of and Skins in applying mandating and enelnceon Prime. and Wad.. 
• lanlated Wool knowledge to effectirelY manage Meryl 9050100 • KnOwledge of educed programme Peke., pro:MUMS, 
regulations and laws, CORE. the Public Rnaince Management Act (PIMA) • Skills In conducting pudgy control reviews of audit 
work products • Stalls in collecting and analySing complex dam, needing information and systems and drawing 100001 cent.= 
• Skills in planning, project management are maintaining composure under pressure, wee meeting multiple deadenes•Negolating 
Issues and problem-solving dins • 01105 A effective verbal and nation communication, including active %Inning and setis 
emceeing findings and mecomendations. 

Kay performer. and The ssscessfuf candidate wet be responsible er did following • Remelting said cohertart and developing 
st.egles. Programmes and ending Is enhance good governance of mass to Institutions • Promoting and rendeing 

strategic support lo community arts cones and lee expostine ol performing arts • 00001 contributions to the Gowurcesnl 
Retirement of action in tepee( of social cohesion • Deveeping networks war menage stakeholders. 

Enquirer Mr Id OlyAc, let (012) 4413499. 

Chief Director: Co-ordination, Monitoring and 
Good Governance 

An all-inclusive remuneration package of 9790 953 per annum consisting of a basic salary (60% of the total 
remuneration package), the States conbibution to the Government Employe. Pension Fund (13% of basic 

Salary) and a fleddbk portion that may be soucored in teens of applicable rules and guidelines (Ret 6907812) 

R•pult•mon. Applicants mud tie A possession on • A postgraduate demolition Dd.. in ECIcendce or equiralenn 
OM/cation in the Want field • A minimum of 5 yea.' MM.= in Sae. Manageroent • Public P5803 Management Oil be an 
added aavaniage. The Clewing are  cemetial receirennents: • Undeetanding of monitoring and evaeallon • Underreedice al 
Gnvommeods Programme of attion • Understending ef legrtlaban • Understand* ol the intsigervommental poky iramewodi 
• Understareing of public sector functions • Research skills • Good interpersonal sells • Project management strtils • Strategic 
management •Analytical skills•Cmalive thinking •Computer cadent 

Nay performance ma. The seams. candidaa will be responsible for the tollonno fielnifieslinD. maBpiel and  effafflafinf 
calcifies of Me Department • Establishing overall measurce ton disk-ordination of the activities of the Department and instate% 
to ensue§ co-operattie and integrated execution of lunctions, projectS and Initiatives • Mandating the performance of business teas/ 
institutions to ensure compliance win strategic plans, business plane, mandates and inuallaterat and bilateral awe** 
• Monitoring me application 01 good governance practices by business units and institutionm to emigre good corporate mansOment 
and compliance whit prespipts • Ensuring Me effective/intended 01040 i00 or conditional grants and transfers. &marine tick 
management services, Identifying and analysing potential risk areas • Developing risk mitigation strategies • Routing assistance/ 
Ca with implemernation of risk mitigation drategies•Osroloping and implementers risk awatenoce strategies. 

Enquiries:Mt M Illyele tel. 012)441-3499. 

Chief Director. Investing in Culture 
An all-inclusive remuneration package of R790953 per annum, consisting of a bask salary (60% of the total 
remuneration package), the States contribution to the Government Employees Pension Fund (13% of basic 

salary) and a flexible portion that may be structured In towns of applicable rules and guidelines 
(Rat 69078/3) 

RequIremssts Applicants must be in possession ot •A 3-year degree/National Didonla M the relevant field •A SOWN degree will be 
an added adventage • Emedence in working wen the nominee S.W. Aldo. P.M/ 1.000.0e, suncertmg Me brced 
Government and cosedinste and integrate strategy issues between and within indentions. The following are essence requirements: 
• Co-ordinadon and marketing digs*. undorstaceng of Ow arts. Ritmo and haulage sector priarides• Projects and programme 
rnanagemend • Problermsolving sleek • Goad communication and interpersonal skills • Complier literary • dm node...4 of 
ernoomks Monitore •Familtarity with arts, culture and herb* cormibution tome Anti-poverty StratelY•The Mal to cemmunisste 
with people from drterse backgrounds • 1(nowledge of Public Service Aci/Regarttions and ielevati prescripts • Knowledge and 
undenstarxfing of the State informabon Technoece AgenceACL 

Kay performance areas 1110 somas.m candidate cod be tesponsibts for the krecssing • Mee., preening and corerdierting 
poverty alleviation stimegies and projects • Gonceptualisse and implementing approved strategies and Initiatives far Me 
establishment 01 economic* viable and awake industries M conjunction 0101 identified par.rs•Developing, implementing and 
reviewing secionspecilic Expanded Public Woks Programme (EPWP) strategies and prortas • Iderititiing and supporting the 
development ol high-ineact etn creation areas M Me sector • Providing strategic supped tra ensure Mal *kited prointe result in 
Cable Small Micro and Media Enterprises (SAIME)• Pannerships sough Between public and plisse sector Magner. Mr sceled-
up economic impact by the semor• Managing resources of the Chief Diredorate. 

Empires HIM girls, MI (012) 4413409. 

Chief Director: Arts, Culture and Creative Industries 
An all-inclusive remuneratMn package of R790953 per annum, consisting of a basic salary (60% of the total 
remuneration package), the Rate's conbibution to the Government Employees Pension Fund (13% of bask 

salary) and a foible portion that may be structured in terns of applicable rules and guidelines 
(Ref. 69078/4) 

Requirements: Applicants must be in possession of •A 3-Ycer apPropiate B degre•/National Diploma in the relevant field •M least B 
Me' management espertence In crane industries. The followed are essential requirements • Good communicatIon skies with 
diverse backgrounga• People roanagement• Innovative and stoke thloker•Streng commitment to Me role Mal arts and culture can 
day in economic and soda! development • Problemsolving skills • Knowledge 01 creative indostnes • Broader understanting of 
Ostia in national and irdernatinnal rentest• Good negotiation and tntespersonal skills •Gomputer decay • Project management 
Sialrt•Esootient organisational abilities •Knowtedge of Anancfo menagement. 

Key perksrmenc• amen Tee successful canfidato MP be reepOnsible for the OWN • Conducting research, deroloceng policies 
lid scetceos in cepPet of to deroicpment of arts, culture and mance Industries •SupportIng the develapment and promotion of 
arts and culture and creative industfles 

Enquires: Mr M Biyela. tel. (012)441-3499. 

Chief Director: Human Resource Management 
An all-inclusive remuneration package of 0790 953 per annum, consisting of a basic salary (60% of the total 
Fecennocennti package), the State's contribution to the Government Employees Pension Fund (13% of bask 

salary) and a &Ale portion that may be stmcbAred in terms of applkable rdss and guidelines (Ref 6907&5) 

nequirementx Applicants must be le possession all • A National 0310010 et a posereduate qualification m Human Resource 
Management • A minimum of 3 yens' mask* al Human Realm Managed* lend • A postgradoete kaftan* c  HAM  or an 
ersuivartnt walk:Mos The Wowing are essence ,  roguiremente • Ingeptin kno•edge of yoke indenting research Canrvng, 
nide/teatime development. performance management. training and development and employee rotations • Broad knceledge and 
understanding of Govemmemparcies•Projed management skills. 

Key perloimance areas The successful candidate will he wponsible for On Clewed • Developing a peeMe strategy rod 
implementation plan • Managirry the entire human num. function • gowning an diced and emcee performance management 
system in terms al Standees Of Pwintmence, periodic mooting and Inman mane development • Ensuring that reliable 
management information is provided perlodicagy for entry decision depart • Implementing transformation and Benno Pre strategy 
for improved equand and  client service•EnSurtng legs.. compliance • Mahrtaining an appropriate LR environment and matinalnino 
ang deveeping relationships wren Unions and When tort-Pte.. • Essence the development aid imptementabon or Training and 
Management Devoopnent programmes tO ensure lbe modem al relevant skins ton the Ortletimtim la a01ev, m ehleonce 
• Bening the provision of RR support services to operational staff C One with Winos requiremente and dePertemetal straterlY 
• Supporting souk employes mlatons and managing employee health and wellness Inograncess 

Euclid. Ms L van der Westessen. tot (012) 441-3577. 

Director Empowerment Initiatives and Project Planning 
An all-inclusive remuneration package of R652 572 pet annum, consisting of a bask salary (EA% of the total 

mmunemtion Package), the State's contribution to the Government Employee Pension Fund (1 3% of basic salary) 
and a foible carton that may be structured in terms of applicable roles and guidelines 

(Ref. 69078/6) 

llegokkeker sups*00 must lie in weak* ki. • 3-yer appropriate degrendallonal Olpioma a the roloront bare • Praiect 
Menagement Conflate 00 be an Odd advantage • 5-8 yews' recede operience in business cement develanceceL feaceellry 
testing, market teeach, suslcenability toning and project management. The following are eScential roguiremerits: • Goal project 
management •Aa understanding at development and pkinnIng •Knowledge one cepteelim ei Balanced Poblu WOO P.m.. 
(EPWP), udeprated Sustalnabie Surat Development Programme (1300n and Man Renewal Peg... (Urn Rontinand and 
*wed Greif* Initiative (ASGI-SA) predates in ended projeds•Good corerdination and community liaison skits • Proberceolving 
Wks • Molokai and creative 800009 skids • Goal communication and interpersonal des • Poky Sonnulaten sirens • Groad 
menoomist kg, • linkeedge m  gessmi manegetcem a 5y51o100 daocepmes • Hen-level compote( literacy • A broader 
Understanding ol arts and Culture sector with synth reference to the poverty alleviate. projects. 

Key netlannees mar TSB successful candidate will be responsible for the Innovoingi • Nang management of the programmes 
• Empowerment opportunities In tine coda • Establishing and managing training and =meting partnerships • Conceptualising 
Investing s Canute policies wig* broader DAC end Govemment polides•Managing Conan resource within pm-Andel co-orifice.. 

Emotri•rt Ms Leander Wsstietion.tel (012)441-3577. 

Deputy Director: Capital Works 
An 	salary package: 8311358 per annum (Ref. 69078/7) 

Renaimmentx Appecants must be in possession DE •A 3-year degreertladonal Diploma In Property Management. • A minimum of 3 
years' experience In property management and related environment The following are essenaal mquirements. • Knowledge and 
areentanding of Govemment Immovable Assets Canoga.. Ad • Knowledge and understanding of Be Occupational Hence and 
Safety Ad • Knowledge and understarceng of the PFISA • Medd management skins • Strong communcetion skills • Recenwriling 
tidls•Good immparssealsidlls•Computer %racy. The willingness to naval extensirolyn. valid Mimes finesse 

Key pentinn•ssa amen The successful candidate vd be responsible for the Chasing: • Supporting prdects of cased works 
proaramme • Developing and maintaining Immovable User Asset Management Plan (DAMP) and Immovable Asset Regimen in Sams 
or the Government Immovable Asset Management Ad (GIAMA) • Implementing effective sysharns to monitor capital warts, lease 
agreements and municipal servo clargeS for die Department and Public Entities • Implementing DAC Property Management poky 
• Co-ordnuting liaison with relevant stakeholder. such as Pudic Works, Puke PAW, Mc • Facilitating the establishment and 
capacitating of mien sieving committees. 

Kelutikryt 1.151. van dud Westbutten, te1 (012)441-3S77. 

Deputy Director: Heritage Commemorations 
An all-indusive salary package:11311 358 per annum (Ref. 69078(8) 

flestairemenhi Applicable must be in peaSekinn at • An appropriate came-year aelnordiPloma in Soo. Seen= at lien 1000 • 
m1ated Cortes. The following are essential requirements • 3-5 yens' relevant knowledge of mlevent preen and prescripts 
• Ereerience in to conceptucesation anti management al national warns and commemoralions v.m0 be an advantage. The Mowing 
are essential requirements: • Demonstrahrt and advanced knowledge and understanding ol proot management • Experience in the 
development of strategy documents • Excellent report-writing and presentation sides • Good intelpersonal, comm ent:anion and 
prablen•solving skink • Computer Itimacy. 

I. memory. grass The seem. mimeo well be nispansibre lob to toggling • Developing a *ula suategy 
oommemorations as a vehicle !or sacbl cohesion and nation building • Conc•plusasing, planning and managing large-scale 
commemorations. such as Heritage Day and othem• Developing databases relevant tote work of the section • Liaising with relevant 
stakeholders, suites startle. authorities, munkapaldies, etc • Managing Om budget of the section and supervise daft 

Enlighten Ms L van der ...thirteen/el. (012) 441.3577. 
• 

Deputy Director Heritage Policy, Research and Legislation 
An all-inclusive salary packages: R311358 per annum (Ref. 69078710) 

Daquiren•ntm Applicants must be C possession 00 Selene 3-year Bacheloce degree Or Soc. Studies in the relevant tied The 
%goring era essential requirements: • Good understanding of intangible neural heritage • Strong policy formulation and tesearch 
skilts• Excellent withal and w015 communicetIon and Liaison skals • Analyfical and ploblemishkg skills • Undmstanding a the 
importer. of intangible cultunal hence in social cohesion and eating a Gaut African national identify • Excelleni intemarsonal 
sulk and eddy to ark as part ea dynamic tears 

Oct patternless. Ream the successlul canc.& will be responsible for Me Wowing: • Assisting In the implementation al a 
mach and policy agenda tar the Heritage Chid Directorate • Maisano in the tormulation, implementation. monhoting and 
"utile. d3  mil°. WO. Week° Pillbee Pekes and dimasslon documents•liaising with hentaqe stakeholders. Inctuaing 
other Goweinment departing* slatutow institutions and Civil keety. 

Eaquirtic Ms L van der Westiresen, te1 (012) 4413577. 

Assistant Director Budget Planning and Expenditure Control 
Salary: R192 540 per annum (Ref. 6978711) 

Requirements: Applicants must De in posscesion of: • A 3-year Welke Oprealisoonal niplome in 
• yon' experience In financial management. The following me essential requite**, Thenktin kmwcdgem  rt., 
pokes, intimations and systems applicable to Rune. Administration and Management in the Public Service, such as the Public 
Finance Management Act, Me Rea* RegUrtlions and non Treasury Guidelines • In-depth kncehrege of the hart. precede. 
• The eindt b  getform indencendentti ace mt. pnessure • Gold communicadon and interpervonal skins • Demmer gem, 
• Planning awl organising skills • Problemsoinng skills. 

Reg pertonstance areas 150 *cask candreate will be rtsponsiblo tar 16010100155 Cifionikm&g, Massing and riafinnitifi 
bedew cycle fielfierectifilIFF siffiniereed ntilmelealesfirnatal 00 astionel expeinfileiefifflaingsl: • Co-ordinaling, cannoning, 
consortial. and evaluating inputs from Programme Managers • Corerdinating and seeing up meetings faith fine function manatims 
• Pnspaing a submission tome OG, Minister, Deputy Midst. and National Treasary (N1)•Completing and submitting database and 
chapier to National Treasury. goincifing *meal Waal sisfemeinsi•Co-otainating. compiling and completing the AFS with notes 
and wading papers. Compiling financial weds ie WWI Treasury, Compiling Sc Early Warning Reports (EWS) and database 
to the National Treasury • Compiling expenditure marry and lasing the projections and inpvts lac line wee. each man. 
Capturing Dotter °naafi...Capturing budget inputs as per ENE • Updating and monitoring BAS with any nrerevers. shins, Wrenn., 
unfmasineabletucessessie. Implementing Peelle flame MaitageinanlAci and Ponca' Re0eMb00s  in Me  ffeladme tee Pelt& 
&lines le promote effentim efficient end ecnnemk 05050009 add expenditure coefrol and tootling meal:anis= am eysiemr 
• Preparing early waning to Me mime stakeholders •Providing infonnation of expenditure trends* pierm ovespending as well 
as oder-spending of be budget. 

Entpdia 1M • aleda1, ai. (012)  441-3545. 

Personal Assistant Chief Operating Officer 
Salary: R192 540 per annum (Ref, 69078/12) 

Requireineek Apekants Fmk be In possession ot • An appropriate Mete-year degreelNationl Dipema in Acetnistation • 3 ran' 
experience M office administration and secretarial.dutice The fellowing arc essemial ntquiremems• An undermanding ol financial 
and mown* procedures in Government • An understanding of administratioe procedures and processss • Planning and 
organising sees • tirobtenrso.nd skilrt • Good cornuessolion and interpersonal skills • Advancea computer *racy In all the 
packed. Word/Exce•VPoweiPointiencess • leasiedge end understanding of tbe role place and whine and govemment imperative. 

Key pulormang men The Successful woede will be responsible tor Me ristroveind • kieclainating and men** a 
administrative serreces and the workflow • Recording and monitoring Branch finances and report bass to the COO such as 
eruertainm.t ettemitary • wising wit key stakeholders. business and the pubic width the office 01 the GOO • Handling the 
Public likeedins within the office • Prnerkg logistical anangemant fat the COO. 

Enquhiex Mr1 matiart.td. (012) 4414640. 

The Depanment of Arts and Cueve is tun equal opporvinity affirmative Wee employer and It Is the Cloonan In promote 
repreeenthirt la the Public Sector Ibrougb Ih• tilling 0 they peals. Pomona whose transtertpromotiondappoineund will promote 
tepresonviry noIll thereon roceire profereoce Re indication In this regard will sapodilla Ow macessing el eingls.... Nog. 
Mt disabilities are ...camped a epprt. 

Amilicadon must be *mined on Form Z83, obtainable tram cey Government department or online at inangtosce Please ow 
Failure to submit Om required documentation era automatically tfisquardy applications ALL sections of the DM form nest be 
eempleted and signed and the application loon should be accompanied by a camprehensrye CV (including two recent and contassabrt 
Minces) and onginal unified copies a lie applicants ID and educalional qualinclatons. It Is. applicant'. responsibility to are 
ledge qualification. eroluated by the South Mewl Oualitieadon Authority (SARA) prior to lbe sole:doe process. Span:ants 
apprynng for more Dun are post 0101 sewn a separate DM 1000 es wee as the dortnnemation mentioned above) in respect of each 
post being applied fon h an applicant wishes to withdraw an application, h must be done in writing No fuss Pr a.mails will be 
acre eel The Depadtrenn reserves Me fight not to MI the above-mentioned posts. 

PLEASE NOTE: • Applicents must note that lenher chocks wen be Inantected once they 3(13 short-listed and Mat Men Appointment is 
subject to positive outconw of these checks, which Made sew.) ,  clearances and vetting, qualifications and emplcrymeal history 
verification, identity and criminal records • Successful and.11 will be required M sign a Pertssmence agreement .min icem 
months el assumption of oury. 
ALL POSITIONS ARE BASED IN PRETORIA. 
Phrase lonvard poor application, police the releenel Menem number and tha name of this publication, IS The 017008177.. 
Raman 81010171018.•087•4 Department el Ms 210 Culture Parole Rag dince, Preece 0001- APP..= ent. ert. be  Mice 
dativered .1 the Department of Arts and Collide, tad Root, Welleley C•n., con  cecece and ass.. Sceets. Arced. 
Preorrt- . 
CLOSING DATE 10 September 2010. 

Mum. Corranonbens 78 



ANNEXURE B 

DEPARTMENT OF ARTS AND CULTURE 
The Department of Arts and Culture is an equal opportunity affirmative action employer and if 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. 

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, 2nd  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 posts. 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 post(s). PLEASE NOTE: 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. 

APPLICATIONS 

CLOSING DATE 
NOTE 

OTHER POSTS 

POST 20/05 	 INTERNAL AUDITOR REF: 11/003 

SALARY 	 R140 208 per annum 
CENTRE 	 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 • studying towards a certified Internal 
Auditor (CIA) will be an added advantage. The following are essential 
requirements: • Extensive knowledge of standards for the Professional Practice 
of Internal Auditors (SPPIA), PFMA and Treasury Regulations • Detailed 
knowledge of software packages such as MS Word, Excel, PowerPoint, Visio, 
Outlook, Teammate, ACL • Good communication, planning, organizing and 
time management skills • Applicants must be innovative thinkers and have the 
ability to work under pressure. 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Plan audits • Perform audits as per the approved plan, budget and standards • 
Liaise with relevant stakeholders about audit results • Provide advice on audit 
related matter • Assist in the administration of internal audit activities. 

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

POST 20/06 	 SENIOR SECRETARY 4POSTS 

SALARY 	 R140 208 per annum 
CENTRE 	 Pretoria 

Directorate: Living Heritage: Ref: 11/004 
Directorate: Monitoring And Evaluation Ref: 11/005 
Directorate: National Language Service Ref: 11/006 
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REQUIREMENTS 

DUTIES 

ENQUIRIES 

Directorate: International Relations Ref: 11/007 
Applicants must be in possession of a Senior Certificate and a secretarial 
qualification with proven Typing skills. The following are essential requirements: 
• Good knowledge of the MS Office package • Practical experience in using e-
mail, calendar and contacts database • 2 — 5 years' secretarial experience • 
Sound verbal and written communication skills • Strong office and telephone 
etiquette • Knowledge and experience in document tracking, photocopying, 
faxing and filing • 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 t Directorate • Handling telephone and written enquiries • Diary 
management — hard copy as well as electronically • Travel and accommodation 
arrangements • Processing subsistence and travel claims • Photocopying and 
faxing • Preparation of submissions • Typing and preparing presentations • 
Organizing and managing logistics for workshops, seminars and meetings • 
Maintain office, filing and administrative responsibilities • Taking minutes during 
meetings as required • The incumbent must be willing to work extended hours 
and to travel when the need arises. 
Ms P Mulaudzi, tel. (012) 441-3716. 

POST 20/07 	 HUMAN RESOURCE PRACTITIONER: RECRUITMENT AND SELECTION 
REF: 11/010  

SALARY 	 R140 208 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of • 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 requirements: • 
Knowledge of the Public Service Act, the Public Service Regulations and other 
Human Resources regulatory frameworks • Basic knowledge of PERSAL • 
Good interpersonal, liaison and communication skills (written and verbal) • The 
ability to interpret and apply directives • Ability to work under pressure and 
display initiative • Computer literacy • Problem solving skills • Planning and 
organising skills • Client orientation. 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Recruitment and selection which entails the following: • Response handling on 
advertised posts • Sourcing of applications for temporary appointments • 
Facilitate the personnel suitability checking • Rendering of advisory services 
during interviews • Accurate minute taking during meetings • Drafting of 
submissions • Capturing of necessary transactions on PERSAL • 
Implementation of best practice in relation to recruitment and selection • 
Respond to telephone enquiries regarding the advertised posts. 

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

POST 20/08 	 HUMAN RESOURCE PRACTITIONER: PERFORMANCE MANAGEMENT 
REF: 11/011  

SALARY 	 R140 208 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of a three-year degree / National Diploma in 

Human Resource Management. • 1 — 2 year's relevant experience in this field. 
The following are essential requirements: • Knowledge of Public Service Act, 
Public Service regulations and guidelines for performance management and 
development in public service • Experience in the implementation of 
performance management in the Public Service • Good communication skills 
(verbal and written) • Computer literacy • Good planning and organizing skills 
• knowledge of PERSAL • Report writing skills. •Presentation and research 
skills. Ability to work under pressure. 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Provide support towards the implementation of PMDS in the Department. 
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Ensure compliance with PMDS in the Department • Assist employees with the 
development of work plans and signing of the performance agreements. 
Coordinate and ensure timeously submission of employee's performance 
agreements arid annual performance assessments. Organize the PMDS briefing 
sessions/workshops • Coordinate the logistics for the moderation committee 
meetings • Provide advice to employees on all matters related to PMDS • 
Monitor the submission of employee's quarterly probation reports. Maintain the 
PMDS database. .Ensure proper recording and filing of performance 
agreements of all DAC officials • Perform general administrative functions of the 
unit. 

ENQUIRIES 	 Ms Nomtha Ngcama, tel. (012) 441-3430. 

POST 20/09 	 NETWORK CONTROLLER: IT OPERATIONS & MAINTENANCE REF: 11/008  

SALARY 	 R140 208 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 • At least 1 — 2 years' relevant experience in an ICT environment. 
The following are essential requirements: • Communication and interpersonal 
skills • 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-mail and calendar • Knowledge 
and understanding of IT policies and procedures • Problem solving skills. 

DUTIES  Key Performance Areas: The appointee will be responsible for the following: • 
Desktop and LAN support • Maintenance of IT inventory and asset register • 
Facilitate IT procurement • Assist users with IT training in general • The 
incumbent will also be responsible for ICT Projects. 

ENQUIRIES 	 Ms Nomtha Ngcama, tel. (012) 441-3430. 
NOTE 	 Short-listed applicants will undergo a competency test. 

POST 20/10 	 HUMAN RESOURCE CLERK: RECRUITMENT AND SELECTION REF: 11/009 
Chief Directorate: HRM 

SALARY 	 R94 575 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of • A Senior Certificate plus a minimum of 1 

— 2 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. The 
following are essential requirements: • Good organizing and planning skills • 
Ability to understand and interpret data (information in Curriculum Vita's) to 
produce concise documents • Good communication and interpersonal skills • 
Accuracy, reliabillity and attention to details • Ability to meet deadlines and work 
under pressure • Knowledge of Recruitment and Selection process and 
procedure. 

DUTIES 	 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 • 
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 
documents, issuing transport claims forms to candidates • Processing of 
transport claims • Respond to queries regarding the advertised position. 

ENQUIRIES 	 Ms Zandile Maloka, tel. (012) 441-3730. 
NOTE 	 Short-listed applicants will be subjected to a typing test. 

POST 20/11 	 SENIOR ACCOUNTING CLERK: BOOKKEEPING REF: 11/012 
Division: Financial Administration 

SALARY 
CENTRE 

R94 575 per annum 
Pretoria 
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REQUIREMENTS 	 Applicants must be in possession of a Matric Certificate with Accounting • At 
least 1 year experience in this field. The following are essential requirements: • 
Good communication skills • Knowledge of bookkeeping and reconciliation • 
Knowledge of treasury regulations (PFMA, SCOA, etc.) • Computer literacy 
(BAS, PERSAL, MS Office and Safety Web). 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Capturing entities, sundry payments and journals on BAS system •Perform 
cashier duties • Clearing of suspense accounts to foreign payments and 
reconcile the GG Transport •Verify entities and release payments on Safety Web 
• Fund requisition and telegraphic transfers. 

ENQUIRIES 	 Ms Hannelie Kotze, tel. (012) 441-3688. 

POST 20112 	 SENIOR ACCOUNTING CLERK: INTERNAL CONTROL REF: 11/013 

SALARY 	 R94 575 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of a Matric certificate with Accounting • At 

least 1 year experience in this field. The following are essential requirements: • 
Good communication skills • Knowledge of payroll administration and 
reconciliation • Knowledge of treasury regulations (PFMA, SCOA, etc.) • 
Computer literacy (BAS, PERSAL and MS Office). 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Capture journals and payments on BAS • Compile payment advice and capture 
maintenance forms on BAS • Control, file and retrieve payment batches. 

ENQUIRIES 	 Ms Hannelie Kotze, tel. (012)441-3688. 

POST 20/13 	 ASSISTANT ARCHIVIST: PHOTOGRAPHY SECTION REF: 11/014 
Chief Directorate: National Archives 

SALARY 	 R94 575 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of a Grade 12 or equivalent qualification. At 

least 2 years relevant experience in this field. • Qualification in Information 
Management or Archival/Photographic field will be an added advantage •The 
following are essential requirements: • Knowledge of microfilm and photograph 
collection • Good communication and interpersonal skills • Computer literacy • 
Accuracy and neatness is a must • Ability to work under pressure 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Digitization of photographs • Store and retrieve photographs and microfilms • 
Data coding records • Auditing • Provide assistance to researchers • Perform 
general administrative functions of the unit 

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

POST 20/14 	 PRINCIPAL FOREMAN REF: 11/015 
Division: Office Services 

SALARY 	 R94 575 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 Applicants must be in possession of a grade 12 certificate or equivalent 

qualification • Valid driver's license (Code 8) • At least 5 years relevant 
experience. The following are essential requirements: • Good communication 
skills • General knowledge of wood, metal, painting and basic electrical repairing 
• Problem solving skills • Computer literacy. 

DUTIES 	 Key Performance Areas: The appointee will be responsible for the following: • 
Maintenance of office building • Maintenance of office equipment and furniture • 
Hang pictures, portraits and white boards in the offices and passages of the 
Department • Purchase of office materials as required from time to time. 

ENQUIRIES 	 Ms Refilwe Silinza, tel. (012) 441-3598. 
NOTE 	 Please Take Note: Short-listed applicants will be subjected to a practical test 
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POST 20/15 	 SENIOR REGISTRY CLERK: REF: 11/002  
Chief Directorate: Human Resource Management 

SALARY 	 R79 104 per annum 
CENTRE 	 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: • 
Knowledge and experience of information and records management in a Human 
Resources environment • Knowledge of registry procedures and processes • 
Good organizing and interpersonal relations • Must be computer literate. 

DUTIES  Key Performance Areas: The appointee will be responsible for the following: • 
Update record'gracing system • Collect, receive, sort and file documents • 
Filing and maintenance of a filing system • Opening, closing, repairing and 
replacing of files • Control access to files • Search for and retrieve files • 
Auditing of HR records • Compile and duplicate HR records • Identify and 
dispose records • Perform other HR related activities 

En ties 	 Ms Refilwe Silinza, Tel.: (012) 441-3598. 



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: • Knowledge and 

experience of information and records management in a Human Resources environment 

• Knowledge of registry procedures and processes • Good organizing and interpersonal relations 

• Must be computer literate. 

Key Performance Areas: The appointee will be responsible for the following: • Update record 

tracing system • Collect, receive, sort and file documents • Filing and maintenance of a filing 

system • Opening, closing, repairing and replacing of files • Control access to files • Search 

for and retrieve files • Auditing of HR records • Compile and duplicate HR records • Identify 

and dispose records • 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 • studying towards a certified Internal Auditor (CIA) will be an added advantage. 

The following are essential requirements: • Extensive knowledge of standards for the 

Professional Practice of Internal Auditors (SPPIA), PFMA and Treasury Regulations • Detailed 

knowledge of software packages such as MS Word, Excel, PowerPoint, Visio, Outlook, Teammate, 

ACL • Good communication, planning, organizing and time management skills • Applicants 

must be innovative thinkers and have the ability to work under pressure. 

Key Performance Areas: The appointee will be responsible for the following: • Plan audits • 

Perform audits as per the approved plan, budget and standards • Liaise with relevant stakeholders 

about audit results • Provide advice on audit related matter • 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 essential requirements: • Good 

knowledge of the MS Office package • Practical experience in using e-mail, calendar and 

contacts database • 2 — 5 years' secretarial experience • Sound verbal and written 

communication skills • Strong office and telephone etiquette • Knowledge and experience in 

document tracking, photocopying, faxing and filing • 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 • 

Handling telephone and written enquiries • Diary management — hard copy as well as 

electronically • Travel and accommodation arrangements • Processing subsistence and travel 

claims • Photocopying and faxing • Preparation of submissions • Typing and preparing 

presentations • Organizing and managing logistics for workshops, seminars and meetings • 

Maintain office, filing and administrative responsibilities • Taking minutes during meetings as 

required • 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 be in possession of a three year Degree / National Diploma in 

Information Technology or relevant qualification A+ or N+ coupled with MCSE qualification • At 

least 1 — 2 years' relevant experience in an ICT environment. The following are essential 

requirements: • Communication and interpersonal skills • 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-mail and calendar • 

Knowledge and understanding of IT policies and procedures • Problem solving skills. 

Key Performance Areas: The appointee will be responsible for the following: • Desktop and 

LAN support • Maintenance of IT inventory and asset register • Facilitate IT procurement • 

Assist users with IT 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 must be in possession of • A Senior Certificate plus a minimum of 1 —

2 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. The following are essential requirements: • Good organizing and 

planning skills • Ability to understand and interpret data (information in Curriculum Vita's) to 

produce concise documents • Good communication and interpersonal skills • Accuracy, 

reliability and attention to details • Ability to meet deadlines and work under pressure • 

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 • 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 documents, issuing 

transport claims forms to candidates • Processing of transport claims • 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 • 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 requirements: • Knowledge of the Public Service Act, the Public Service 

Regulations and other Human Resources regulatory frameworks • Basic knowledge of PERSAL 

• Good interpersonal, liaison and communication skills (written and verbal) • The ability to 

interpret and apply directives • Ability to work under pressure and display initiative • Computer 

literacy • Problem solving skills • Planning and organizing skills • Client orientation. 

Key Performance Areas: The appointee will be responsible for the following: • Recruitment and 

selection which entails the following: • Response handling on advertised posts • Sourcing of 

applications for temporary appointments • Facilitate the personnel suitability checking • 

Rendering of advisory services during interviews • Accurate minute taking during meetings • 

Drafting of submissions • Capturing of necessary transactions on PERSAL • Implementation of 

best practice in relation to recruitment and selection • Respond to telephone enquiries regarding 

the advertised posts. 

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



HUMAN RESOURCE PRACTITIONER: 

PERFORMANCE MANAGEMENT 

Salary: R140 208 per annum (REF: 11/011) 

PRETORIA 

Requirements: Applicants must be in possession of a three-year degree / National Diploma in 

Human Resource Management. • 1 — 2 year's relevant experience in this field. The following are 

essential requirements: • Knowledge of Public Service Act, Public Service regulations and 

guidelines for performance management and development in public service • Experience in the 

implementation of performance management in the Public Service • Good communication skills 

(verbal and written) • Computer literacy • Good planning and organizing skills • knowledge of 

PERSAL • Report writing skills. •Presentation and research skills. Ability to work under 

pressure. 

Key Performance Areas: The appointee will be responsible for the following: • Provide support 

towards the implementation of PMDS in the Department. Ensure compliance with PMDS in the 

Department • Assist employees with the development of work plans and signing of the 

performance agreements. Coordinate and ensure timeously submission of employee's 

performance agreements and annual performance assessments. Organize the PMDS briefing 

sessions/workshops • Coordinate the logistics for the moderation committee meetings • Provide 

advice to employees on all matters related to PMDS • Monitor the submission of employee's 

quarterly probation reports. Maintain the PMDS database. .Ensure proper recording and filing of 

performance agreements of all DAC officials • 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: Applicants must be in possession of a Matric Certificate with Accounting • At least 

1 year experience in this field. The following are essential requirements: • Good communication 

skills • Knowledge of bookkeeping and reconciliation • Knowledge of treasury regulations (PFMA, 

SCOA, etc.) • 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 •Perform cashier duties • Clearing of 

suspense accounts to foreign payments and reconcile the GG Transport •Verify 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 be in possession of a Matric certificate with Accounting • At least 

1 year experience in this field. The following are essential requirements: • Good communication 

skills • Knowledge of payroll administration and reconciliation • Knowledge of treasury regulations 

(PFMA, SCOA, etc.) • Computer literacy (BAS, PERSAL and MS Office). 

Key Performance Areas: The appointee will be responsible for the following: • Capture journals 

and payments on BAS • Compile payment advice and capture maintenance forms on BAS • 

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 possession of a Grade 12 or equivalent qualification. At 

least 2 years relevant experience in this field. • Qualification in Information Management or 

Archival/Photographic field will be an added advantage •The following are essential requirements: 

• Knowledge of microfilm and photograph collection • Good communication and interpersonal 

skills • Computer literacy • Accuracy and neatness is a must • Ability to work under pressure 

Key Performance Areas: The appointee will be responsible for the following: • Digitization of 

photographs • Store and retrieve photographs and microfilms • Data coding records • Auditing 

• Provide assistance to researchers • 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 must be in possession of a grade 12 certificate or equivalent 

qualification • Valid driver's license (Code 8) • At least 5 years relevant experience. The following 

are essential requirements: • Good communication skills • 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 • Maintenance of office equipment and furniture • Hang pictures, portraits and white 

boards in the offices and passages of the Department • Purchase of office materials 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 	: 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 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 	: 31 May 2011 

NOTE 	 : Applications must be submitted on Form Z83, obtainable from any 

Government department or online at wvvw.qov.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). 

PLEASE NOTE  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. 
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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. 

APPLICATIONS 

CLOSING DATE 
NOTE 

Please forward you application, quoting the relevant reference and the name of this 
publication to: The Acting 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 nd  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 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 post(s). 

 

OTHER POST 

POST 18/04 	 ASSISTANT DIRECTOR: BUDGET PLANNING REF NO: 11/001  

SALARY 	 R 206 982 per annum 
CENTRE 	 Pretoria 
REQUIREMENTS 	 •Applicants must be in possession of an 3-year Degree / National Diploma in Finance I 

Accounting or relevant qualification with 3 years experience in budget The following 
are essential requirements: •Thorough knowledge of laws, regulations, policies, 
instructions and systems applicable to Financial Management in the Public Service 
such as Public Finance Management Act, the Treasury Regulations and the Treasury 
Guidelines •in-depth knowledge of the budget procedures •Ability to perform 
independently and under pressure •Good communication and interpersonal relations 
•Computer literate *Planning and organising skills •Problem solving skills • 

DUTIES  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 •Co-ordinate and set up 
meetings with line function managers •Prepare a submission to the DG, Minister, 
Deputy Minister and National Treasury (NT) •Complete and submit database and 
chapter to National Treasury. Compile annual financial statements: •Co-ordinate, 
compile and the completion of the AFS with notes and working papers. Compile 
financial reports to National Treasury: •Compile the Early Warning Reports (EWS) and 
database to the National Treasury •Compile expenditure reports and revise the 
projections and inputs for line managers each month. Capture budget on BAS: 
•Capture budget inputs as per ENE •Update 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 •Prepare early warning to the relevant stakeholders 
•providing information of expenditure trends to prevent overspending as well as under-
spending of budget. 

ENQUIRIES 	 Ms N Ngcama, Tel 012 .441 3430 
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ASSISTANT DIRECTOR: SYSTEMS AD 
BRANCH( CORPORATE . SERVICES 
DIRECTORATE( INFORMATION SYS 
SALARY:NM 055 (Level IN 
Rol Nr (REF. 021 

arts  & culture 

DIRFcTOM INTERNAL ALISIT 	 • • 
AN ALINCLI/9111F FISMUNERAI KIN saLART PACKAGE OF R7.013 PER AN• 
Num, coNSISTINO OF A BASIC SALARY (60,.,10, CIF THE TOTAL PACKAGE). 
STATE'S CONTRIEVITION TO TOE GOVERNMENT EMPLOYEE PENSION FUND AND 

PLEMIOLE MOTION THAT MAY OE STRUCTURED IN TERMS or ' 
RULES AND GUIRELINES /REF. OR 

REQUIREMENT( 
• ApM.nts must be In possession of at least a 3.year National DMIoma I Degree In 
Internal Auditing • Must be a member of the Institute of )Memel Auditors_ • Registration 
as/or studying towards a Certified Internal Auditor (CIA) or post-graduate guatification 
wilt serve as an advantage • 5 years management experience in Internal /gating. The 
following are essential requirements: • Comp.r Iterate • Detailed knowledge of PFMA 
and other relevant leg.lation/prescripts. • Ability to Implement ad toll out en audit 
software. • Extensive knowledge of on 	for OreProfesstonal Practice of Internal 
Auditors (SPPIA) • An understa.ing of the Public Sector processes and transversal 
systems (13AS: PERSAL: LOGISh. Wiry to Integrate GMT's!. plInterpersonal   • Project 
.nagement and Facilitation skits • Goad communication andrpersna sIdlle • 
Analytical and innovative thinking slats • Ability to work under pressure. 

KEY PERFORMANCE AREAS: 
• T. appointee coal be responsible . the following: • Develop and Implement the 
roiling out of the strategic internal Elude plans • Instihrte procedures that ensure Internet 
audIt work complies with quaky assurance standards set for the Department by the 
Auditor General, Treasury Regulations and Me PRA as well as the standards for We 
Professional Practice of internnt auditing and the code of ethics of . Inst.. of Internal 
Auditors • Provide the Audit Committee and the DG with critical, honest and strategic 
Infonnation ahart Departments operational fmk • Review the main audit fin... the 
Department and effect corre.ve achoMs) • Engage and advise ends serace provide. 
and the 	level agreements • klenM, analyse and manage ell Tinanoal risks faced 
by the Depar.. at strategic and operational level • Conduct quaky control reMews 
ot work produc. • Liaise wtih external auditors, National Treasury and the Office of the 
Director-General in respecter mtemal audit performance. 

PLEASE NOTE: 
The successful candidate will be subjected to a competency assessment 

KEY PERFORMANCE ASSAM 
Implementation and maintenance of an l.rmation Systems sew./ framewory•morator 
the security of DAC Information and systems through the deploymvmt and mandating on 
anti-virus software, patch management, firewall, mall and web filtering products and other 
network monitoring tools:Peden, regular vulnerability assessment and penetration tests 
toensureadeguaryof securitysolutions on a regular basls:Participate In technIcal network 
audit and security audits,'Mar.rn IT access control solutions and systems; Check tat 

ILIMISTANDIREefOR: SYSTEMS ADMINISTRATOR 
BRANCH( GbILfffRATS SERVI“S 
DIRECTORATE: INFoRMATION sraTEms 

05101 (LEVEL 91 
REF NFI 

lEGUIRMENTS 
Three year National Diplome/Degree in JCT." Certification in COBIT. !Tit. PRINCE 2. 
.3030 Frarnewoffi.•3-5 year's experience in the implementation of ITgovemance initiatives 

she ITIL. PRINCE 2. COBIT, COW. Experience ICT Network managementlonoject 
management:ICT Research 'Knowledge of IT Risk managemenelnform&ion Systems 
Security knowl.ge,•computer literacy.ftoroblem solving skills,•Creativity and analytic& 
skills:Good communication and interpersonal .3.. 

KEY PERFORMANCE AREAS: 
'Development, implementation and maintenance of an IT governance 
framework:Monitoring and evaluation of the governancefrarnework,•Deve op, implement 
and Alec Ir poll.s and proceduresrymplement MO.. to address In.rnal and 
external audit findings:Lead IT risk management within the Unit and maintain an fTrisk
registeft•Develop and monitor the Implementation of an Irtformat. Systems Security 
framework:Development and Implementation of a Project management meth.ology 
for the Unitimplement the Business continuity and Disaster recovery plan for the 
department,Wanags financial and human reSOUrCeS within the SUOdhectorate. 

ENQUIRIES: 
Ms PMWeuda. TM' 012 441 3617 

REQUIREMENTS( 
]Mee year National Diploma/Degree In ICT or WIndaws Certification (MCSE/MCSA) 
coupled with 2-3 years relevant experience In Windows 200312008 Senrere.ronmeneICT 
network managernent•ServerAdmInistration,•Configural. and deployment WM.°. 
systems.' Back-up and movery functions and Technologies:1,Oct managernenelCT 
Research :Knowledge of working in vidualisa.n infrastructure and virtualised sys.ms 
(UinWere).•Knowl.ge of ActMe Directory 2008 and Wives. Exchange 2010:Advanced 
desktop/IAN support•Firewalls and proxies.•MsSOL experance.... communication 
and interpersonal relationa•Problem solving ski.. 

KEY PERFORMANCE AREAS: 
• Plan. oo-ordlnate. install. configure and manage 	Wmdows Systems and 
Servers:Implement policies on Active Drectay•Maintain the Active Drectory end 
ensure mope! amount monaganenMai.in Microsoft Exchange and ensure 
availability of emalls through all wrious Channels and devices,'Identify s. resolve 
Mardware and software) technical modems and realltrictions related to Widows
Operating Systems,'Infrastmcture planning and systems provisioning in a Windows 
environment:Assist In the development and Implementation of poes and procedures 
for Windows administration:Monitor and control Infrastructure performance:Perform 
advanced LAN/Desktop support 

Wells  FS: 
Tel: 012 441 3430 

system :Creationfreset of users and passwords:Identity information systems security 
threats and recommend adequate solutions: Implement recommendations from Internal 
and external audits regarding information systems seemly .  Manage the storage area 
network and monitor the back-up solution end ensure data recoverabitity through data 
replication:Ensure compliance with various ICT security legislation, regulations and 
good prectices.Assist with .performance of Risk managem.and Na Imgementation 
of a Disaster recovery and Business continuity planA.6s. In Me developmeM and 
implementation of Information Systems Security policies procedures. 

SWARMS( 
Ms P Mulatalzi, Tel: 012 441 3716 

cNiSeirTLTWORK CalkOLLER (2 POSTSI 
BRANCH( CORPORATE SERVICES 

• DIRECTORATE( INFORMATION SYSTEMS 
SALARY: RIES OSS (LEVEL 11) 
REF FIR (REF. 06I 

REQUIREMENTS( 
Three year National Diploma/Degree In ICT Or Windows Ceddication (MCSE/MCSA) 
coupled with 23 years relevantomerierice in Windows 200 312008 Server environment •ICT 
network management"Seryeradministration:Conflguration end deployment of Windows 
systems: Back-up end recovery functions and Teohnologies,•Project management; ICT 
Researcl•Knowledge of working in virtualisation infrastructure ad vIduslised systems 
(V.Vare).•Knowledge of Actrye Directory 208 and Microsoft Exchange 2010,"Advanced 
desktop/LAN supportry(ewells and proxies,•MsSOL experience,oGood communication 
and Interpersonal reletions,'Problern solving skills. 

KEY PERFORMANCE AREAS: 
• Plan, co-ordinate, Install. configure and Manage all Windows Sys.ms and 
Servers; Implement policies on Active Directory:Maintain the Active Directory and 
ensure proper account management: Maintain Microsoft Exchange and ensure 

of entails through all various charm. and devices:Identify and resolve 
(hardware and software) .chnical problems and malfunctions related to Windows 
Operating Systemrynfrastructure planning and systems provisioning In a 1/0n.ws 
environment:Assist In the development a. Implementation of policies a. procedures 
Mr Windows edmInVENton,•Monto a. control Infrastructure perremance,`Perforrn 
advanced LANMeNdop support 
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Unux sy.ms, Knowledge of back- and recoyeryloroject Man...1,10T 
Research:Working knowledge of DHCP,D

up 
 NS, SMTP, FIR. Hrf P, ApacheWeb Server and 

MySCIL,`Knowledge of Apple Mac systems including Appda Mac Servers:Understanding 
of vIdualisation Inhastructure and virtuatised systerns,'F.walls and prmies..GO. 
communication  and Interpersonal relations:Problem solving:Analytical and creative 
skills.•Cornputer literacy 

KEY PERFORMANCE AREAS: 
• ...nonce of all L.. and App. Mac Servers and systerns,'Configuration and 
deployment of Unux Servers and systems:Provislonng of Servers and storage space on 
a virtual environmentrylehorying in a Linux enWonmeneAdvanced desktop support for 
all Apple Mac systems:System administration and monitoring. 

ORMAII0 

RECORREMENTM 
Three year National DiplornedDegree d ICT or equivalent veld..., .23 yeerS 
relevant experience 'CertificationInformation Systems ems  ICT neork 
management:Risk management•Project managernentICT Research,•KnoMedge 
In design of security solutions and Infomiation System Securfty solutions and 
technologies:Know.ge of be systems and sage area networks, 'Computer 
literacy:P.nning and organisational sktils,•Good communication and Interpersonal 
relations,•Problem solving skills 

IL. e , r1 811 relelsiol 

pFic, to I sekr,o 

avvved MI ,  an ...n1  thshes ROM.,  
radare to subrpq rraLare re,romeogahan 
hoop ore maesnoll acceptor, 	nepar.or.1 
mcmarvvipmr, 

_CAST NCIE: • 4,kcaers mos( noge 	ludher ol.cha 	.nrincksr: on, 
!Pe, ,e sArotbsoed and net Otein 	 amid to pao,Nvc al...me no Ine:c 
ohh(ha. ref l(Wnolode secalOp evosnves vellmv. 	cte:cone•

'   
sped 

ALL FOSI 

ror kis and Cu. FrIvale Bag IMO, Pret•or:a 	 rri.■ AN° La hand 
debvisccd)c Me 	 olrft and Cooduon, Rings/0)C,, 2nd Hoco Car Cauca 
and Beata 2 Sloe" Amactia. Preto. 

Clean date: 30 March 2012. 



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. 13322111) 

Requirements • M appropriate three-year Bachelor's degree/diploma in the relevant field • Good communisation 
skills (verbal and written) • Computer literacy • Proven managerial abilities as well as administrative, planning and 
organisational skills • Experience in Government (at least 7 years) in national and international project 
management • The ability to maintain sound interpersonal relations • Knowledge of the PFMA and Treasury 
Regulations applicable to the Public Service • A valid driver's licence (Code 08) • The ability to work In a high 
pressure, security sensitive environment • Project management • Financial management • Strategic capabilities 
and leadership • Innovative and analytical • People management skills. 
Key performance areas: Overall management°, the administrelMn and logistics in the DGt 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 (Pretoria and Cape Town) and the DG's official fiat 
• Manage the secretariat servicesrtiaisou between Parliament and DAC. Management of finances in the 1:0 
office'. Manage the correspondence of the DG • Manage the personnel in the DG's office • Handle public relations 
for the DG's office • Support the DG in various planning and accountability lunation. 
Please note: the successful candidate will be subjected to competency assessment 
Enquiries: Ms Zandile Malold tel. (012)441-3730 

Director: Legal Services 
BRANCH: CORPORATE SERVICES 

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. 8322112) 

Requirements • A minimum LLB degree, a postgraduate degree in Law (LLM) • Admission as Attorney/Advocate of 
the High Court in South Africa • At least 8 years' relevant experience as a legal advisor • Legislative drafting skills 
• Negotiation skills and drafting of all types of legal agreements • Experience in providing litigation support in court 
cases for and against the Department • Compliance management skits • The ability to support the Department's 
processes in the form of legal advice • Computer literacy • Good communication and interpersonal relations skills 
• Project management skills • Strategic capability and leadership • Innovative and analytical thinking • Planning 
and organising skills • Financial management • Problem solving skits • People management skills. 
Key performance areas: The purpose of the Directorate: Legal Services is to ensure that a professional, credible, 
accessible and qualtly assured legal service is rendered to the Department of Arts and Culture, the Ministry and to 
the stakeholders. The successful candidate will therefore be responsible for the following: • Advising the DG and 
the Minister on exercising their statutory responsibilities in order to avoid and minimise legal risks • Reviewing 
existing legislation, identifying shortcomings and drafting and implementing new legislation and overall 
management of the Department's annual legislative programme • Effectively managing litigation and litigation 
support in cases for and against the Department and Minister • Effectively managing general compliance with 
internal and external legislation and compliance management • Providing legal training and building the capacity 
of DAC personnel to understand and engage with legal matters, such as contracts and service level agreements. 
Please note: the successful candidate will be subjected to a competency assessment 
Enquiries: Ms Zandile Melaka, tel. (012) 441-3730 

The Department of Arts and Culture is an equal opportuntty, affirmative actian employer and It is the Intention 
to promote representivity in the Public Sector through the filling of these posts. Persons whose transfer/ 
promotion/appointment wit promote repressubvity wit therefore receive preference. An indication in this 
regard wig expedite the processing of applications. People with disabilities are encouraged to apply. 
Applications must be submitted on the Form Z83, obtainable from any Government department or online at 
www.gotza ALL sections of the Z83 mot be completed and signed and the application form should be 
accompanied by a comprehensive CV ('including two recent and contestable 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 (SAGA) 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 fat If an applicant wishes to vrithdraw an application, this 
must be done in writing. Failure to submit the required documentation wit automatically disqualify applications. 
No faxes or e-mails will be accepted. The Deparhnent reserves the right not to fill the above-mentioned posts. 
Please note: • Applicants must note that further checks wit 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 • Successful candidates will be 
required to sign a perlormance 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 
Chief Director: Kaman Resource Management, Department of Arts and Culture, Private Bag K891, Pretoria 0001. 
Applications can also be hand-deliweed to the Department of Arts and Culture, 2nd Floor, Kingsley Centre, cur 
Church and Beatrix Streets, Arcadia, Pretoria. 
Closing date: 3 February 2012 

arts and culture 
Department: 
Arts and Culture 
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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 

Please forward you application, quoting the relevant reference and the name of 
publication 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, 2 nd  floor, Cnr 
Church and Beatrix Streets, Arcadia, Pretoria. All advertised positions are based in 
Pretoria. 
08 June 2012 
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 applicant 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). Please note: Applicants must note that further checks will 
be conducted once they are shortlisted 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 
Successful candidates will be required to sign a performance agreement within 3 
months of assumption of duty. 

  

OTHER POSTS 

POST 21115 	 CHIEF NETWORK CONTROLLER 2 POSTS REF NO: 01  

SALARY 	 R185 958 per annum (Level 8) 
CENTRE 	 Pretoria 
REQUIREMENTS 	 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 desktop 
/ LAN support. 

DUTIES 	 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. 

ENQUIRIES 	 Ms N Ngcama Tel (012) 441-3430 

POST 21/16 	 PRINCIPAL NETWORK CONTROLLER: REF NO: (021  

SALARY 	 R149 742 per annum (Level 7) 
CENTRE 	 Pretoria 

IL 



REQUIREMENTS 

DUTIES 

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 skills. 
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 (012) 441-3430 
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arts and culture 
Department: 
Arts and Culture 

**41:7)  REPUBLIC OF SOUTH AFRICA 

Chief Financial Officer (Deputy Director-General) 
Salary: An all-inclusive remuneration package of R1076 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) qualification will serve as an added 
advantage • At least 10 years' relevant senior management experience in public sector finance/ 
accounting. The following will be essential requirements: • Expertise knowledge of the Public 
Finance Management Act (PFMA), Treasury Regulations and associated practice notes • Generic 
management competencies, including strategic capability and leadership, programme- and project 
management, people management and empowerment and financial management 
Key responsibilities: The successful candidate will be responsible for supporting the Director-
General (Accounting Officer) and other senior managers in the execution of their functions in terms 
of the Public Finance Management Act, 1999 and the Treasury Regulations. It will be expected of the 
incumbent to manage the financial- and supply chain management functions of the Department and 
to ensure sound financial management in the Department 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 all money due to the Department, prevent unauthorised, irregular and 
fruitless and wasteful expenditure • Ensuring proper management of the assets (including the 
safeguarding and the maintenance thereof) and the liabilities of the Department • Settling all 
contractual obligations and paying all money owing, including inter-governmental claims, within the 
prescribed or agreed period • Ensuring compliance 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 recants of the 
financial affairs of the Department are kept (including preparation of financial statements for each 
financial year) • Formulating creative solutions to enhance cost effectiveness and efficiency in the 
delivery of the services and the administration of the Department • Advising the Director-General 
pertaining to matters that have strategic and financial implications • Coordinating Medium-term 
Expenditure Framework (MTEF) and Estimate of National Expenditure (ENE) processes in respect of 
the Department and its institutions • Coordinating the Chief Financial Officer (CFO) Forum in respect 
of the Department and its institutions • Liaising with the relevant role-players in the financial 
environment regarding transversal financial matters • Overseeing the management of financial and 
human resources of the Office of the CFO. 

Note: The successful candidate will be subjected to a management competency assessment. 
Enquiries: Ms Z 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 filling of this post. 
Persons whose transfer/promotion/appointment will promote representivity will therefore 
receive preference. An indication in this regard wal expedite the processing of applications. 
People with disabilities are encouraged to apply. 

Applications must be submitted on the Form Z83, obtainable from any Government department or 
online at www.gov.ra ALL sections of the Z83 most 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 applicant's ID and educational qualifications. It is 
the applicant's responsibility to have foreign qualifications evaluated by the South African 
Qualifications Authority (SAGA) prior to the selection process. If 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-mails 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-
fisted 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 anti the name of this 
publication, 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, 2nd Floor, Kingsley Centre, cnr Church and Beatrix Streets, 
Arcadia, Pretoria. 
Closing date: 9 July 2012 

Human ommunications 88969 





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 

regard will expedite the processing of applications 

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 nd  Floor, Cnr Church and Beatrbc Streets, Arcadia, Pretoria 

CLOSING DATE 	 22 March 2013 
NOTE 	 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 post(s). 

OTHER POST 

POST 10/01 	 SWITCHBOARD OPERATORS 2 POSTS 

SALARY 	 R76 278 per annum (Level 3) 
CENTRE 	 Pretoria (National Archives of South Africa) 
REQUIREMENTS 	 Grade 12 (Matric), Further Requirments: Good communication Skills, Interpersonal 

Skills, Computer literacy, Numeric skills, Ability to work under pressure 
DUTIES 	 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 appointment 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. 

ENQUIRIES 	 Ms N Ngcama, Tel: 012 441 3430. 
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