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VACANCY ADVICE

' The vacancy advice will be submitted by the relevant Strateglc Executive Manager or his nominee to the

Human Resources Unlt. The vacancy advice must flrst be authorised and slgned by the Municlpal
Manager or his nomines.

AUTHORITY TO FILL

Human Resources Unlt will check the vacancy against the establishment ensuring thatthe post exlsts and
s funded. If the post does not exlst or ls not funded tha relevant authorlty will need to be sought by the

Munlclpal Manager.

ADVERT

The advert will be complled by Human Resources Unitin conjunction with the relevant SEM or his nominee
In terms of the Job Description and the Guldelines on Quallflcations and Experlence and wlll Include the
Key Perfcrmance Areas and the competencles requlred to performthe KPA's. The advert will need to be

signed and authorised by the Munlclpal Manager or hls nominee.

All posts will be advertised both Internally and externally, unless deemed cost effect to adverﬂselntemally
only.

All adverts willl state that the Councll Is an AffrmatisaAction Emplayer, that the appolntment will be made
In terms of Councll's Employment Equlty Rignyand will Include aStaigment thatlate applications will not be

consldered . ) * a

Adveits will also Include a statemetihat if notifigyhas begh heard by a €fipulated date then applicants .
must accept that they have been unguccessful.

The Munlclpal Manager may also authorlse the'tis@foutslde agencles if It is tlaemed to be prudenttodo -
80, subject to adherence te the tender procedives and financial regulationg;of the Councll '

Canvassing of officlals and or counclliofs will disquallfy the'affected appllcént/s.

" MEDIA

The cholce of medla willl be determined by Human Resources unit who Will place the advert, In the case of
the Munlclpal Manager, Strateglc Executive Managers, or equlvalent, natlonal, reglonal and local media -
must be utllised. The cholca of medla for all other vacancles will be restricted to reglonal andlocal medla.
Adverte to be published In the local medla must be placed on a Thursday, in order to beneflt from the Echo
publication. The Municlpal Manager or hls nomlnee may at thelr discretion utllise the services ofan outslde

agency..
APPLICATIONS

Applications will be recelved by Human Resources unit or the appropriate agency, date stamped :
numbered and llsted, with late applicatlons being reflected as such.

The applications will be consldeted in terms of the Employment Equlty Act and the Counclls
Employment Equlty plan with speclfic preference bélng glven to employees from Designated
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COB;PLIANT & NON COMPLIANT APPLICATIONS

The appropriate agency or the relevant SEM or his/her nominee and Human Resources Unlt will sort the
applications Into those that comply with the advertised criteria and those that do not comply, with each
batch belng placed into separate files. A file will also be created for any late applications.

In the event that there are more than 50 compllant applications the appropriate agency or the relevarit
SEM or his nominee and the Human Resources Unit must reduce the number to no more than 50 taking

-Into account the Job profile, the employment equity targets of the municipality and the potential of

applicants.

MATRIX

The compliant appllcatlons will be reflected by the relevant SEM or his nominee In a standard matrix
format.

SHORTLIST

The Councll reserves the right in particular clrcumstances to entrust the responslbllity of head hunting of
paftlcular Individuals for consideration of employment with the relevant selection committee.

Short listing will be done by the relevant Selection Commiftee and should preferably resultina maximum of
5 applicants for each vacancy o be filled:

The relevant Selection Committee diil dete rmine Interview dates gi¥ing the Human Resources Unit atleast
5 clear working days notice to.arrange thedinterviews.and prepare the necessary documentation. This
documentation will include caples of the C¥spihe advertpthe stantdard questigns to be asked of each
applicant, the model/suggestédanswer to € ach question, a'scoring sheeét forthat vacancy, and a scoring
system to be agreed and used’by the selectlon.panelifsts. The Municipal-Manager or his nominee, or the

- SEMor his nominee must pravide Inputlo the questions/and imodel aiiswers,

REGRET OF NON COMPLIANT & LATE APPLICATIONS

The non-compliance and late applican®&™wil|_bs notifled of thelPhon-compliance or lateness by Human

~ Resources Unit, immediately after the shortdlstingigfocess, s completed,

INTERVIEWS & SELECTION

This will be carrled out by the relevant Selection Committes, which shall consist of the same role players
as were Involved In the short listing stage, and whose members shall strive to reach consensus In making

decislions.

Wherever posslble and practicable, functional abilities ofshort~|isted applicants should be determined by
appropriate testing prior: to the Interview.

All proceedings In the entlre appolniment process will be treated as confidential.

The unlons may slt as observers at this stage In the process

Note: The selection committees must be trained on intervlewlng and selection processes.
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LETTER OF APPOINTMENT

After the Human Resources Unit has conducted a satlsfactory reference check, Human Resources Unlt wlii
submlt the recommendatlons to the Municlpal Manager. On approval of the recommendatlon, The Human
Resources Unlt will make the successful appllcant a verbal offer followed by a Letter of offer of

employment.

In the event of unsatlsfactory referénces, the matter will be referred back to the relevant Selectlon
Committee and the Municlpal Manager.

REGRET OF REMAINING APPLICANTS

The regretting of those applicants who were Interviewed but were not successful wlll be done by Human
Resources Unit immedlately after recelving written. acceptance of the offer by the successful applicants,

DEVIATIONS

Any deviation from the procedurs In respect of thlm tierrang }ower level posts will be referred to the
Municlpal Manager.

L
]

REPORTS .

The Human Resources Unlt will suizit written rgports on aquarteriybasis lespect of the progress made
with the fllllng ‘'of posts and comipflance wlth the Counglfs Employment Equlty Plan to the Human

Resources Commlttee. A ‘ P
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Scope U, - o ,
= Appliesto zlldiinicipalities and employees of the
. GALGBG ' _

Effective D2 -

1 July@Q03. . | -

"

'Y ) - - : B




| = Comwion and uniformsprocedure
- = Replacesill exisiing codes and procedures |
= Becomes/a condition of gervice | ‘

» Taensurefaingplay, resolve problems as qiu-:i‘cklyae
ossible and'dezl with cgnflict proceduraly

= An etployee shall not be victomised as a result of
)  lodging@ grievauce |
= Grievancé musibe lodged within 10 days |

= Procedure shall not address issues for which a
- particular procedure is provided eg. Job Evaluation
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An zgyrieved.employeesnay at any stage in the

Grievance Procédure bé assisted by a fellow
employee, ghop etewarda or Union official. |
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