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Ref:
 S4/2

TO: 
ALL HEADS OF DEPARTMENTS: LIMPOPO PROVINCIAL 
ADMINISTRATION    
DEPARTMENTAL CIRCULAR NO. 04 OF 2008: ADVERTISEMENT OF POSTS. 
1. Applications are invited for the filling of vacant posts, which exist in the department as outlined in the attached Annexure.

2. Applications should be submitted on the Z83 forms obtainable from any Public Service Department and should be accompanied by curriculum vitae. Copies of qualifications will be submitted on request. 
NB. Applicants with foreign qualifications should attach certified copies of certificates of evaluation by the South African authorized body (SAQA).
Faxed and e-mail applications will not be considered. Applications should be forwarded to:
The Head of Department 
Department of Public Works
Private Bag X9490
POLOKWANE
0700 
OR  Cnr Yster & Blaauwberg Streets Ladanna, Polokwane

4. The contents of this circular must be brought to the attention of all employees in the Government Departments within Limpopo Province. 
5. Further enquiries should be made to Mwasi AD at 015-293 9252 or Netshiheni SD at 015-293 9059. 
NB: The Department of Public Works is an equal opportunity and affirmative action      Employer.

· Women and people living with disabilities are encouraged to apply.

· Successful candidates will be vetted for Security reasons & be subjected to suitability checks.

6. All management positions must fulfill the following competencies: -
· leadership

· planning and organizing

· needs analysis

· research and analysis

· ability to interpret and apply policies

· analytical and innovative thinking

· good interpersonal skills 

· computer proficiency

· Adaptability during changes to meet organizational and provincial growth and development strategic goals.

· problem solving and conflict management

· Presentation skills.

· Written and verbal communication skills

7. The closing date for Circular No. 04 of 2008 is 27 June 2008.
_______________________ 



_________________
HEAD OF DEPARTMENT




   
DATE

Post: 1 


           Ref: 00173/1
Manager: 
                                Expenditure Management

Directorate:
Financial Management 

Centre



Head Office

Salary Level:


12
Salary Package:


R369 000.00 p.a. (all inclusive)
A.      Requirements: -
· Applicants must be in possession of a recognized tertiary qualification in Financial Management or equivalent with three to five years’ relevant working experience in financial management. 
· Knowledge of PFMA, and other legislation governing Public Finance.

· Sound knowledge of PERSAL, BAS and FINEST
· Computer Literacy (Microsoft Excel, Word and PowerPoint) and a driver’s license will be an added advantage.

B.     Duties: -
· The incumbent will be responsible for co-ordination and management of sub-components Accounts and Payroll management of the Department.
· Implement expenditure strategy and maintain effective control over the payment of creditors’ accounts, payment tracking system and employee salaries in Head Office and districts.
· Ensure financial management and internal control system within the area of responsibility and delegation.

· Maintain books of accounts, analyze returns and reconcile statements.

· Management and clearing of suspense accounts.

· Oversee the implementation of PFMA, Treasury Regulations and other financial transcripts.

· Attend to audit queries relating to sub-components Accounts and Payroll Management.

· Conduct visits and support to all districts on expenditure management.

· Participate in departmental and provincial financial management structures and liaise with other departments and stakeholders on matters of common interest.
Post: 2  


(Ref:  00173/2)
Manager


Disposal Management
Directorate: 


Logistics and Inventory
Centre:                               Head Office
Salary Level: 

11
Salary Package:          
R 311 358.00 p.a. (All Inclusive)

A. Requirements: -

· Applicants must be in possession of a recognized Bachelor’s degree or equivalent qualification with appropriate three years’ experience in Asset Management.
· Knowledge of PFMA, guidelines and policies in government and other legislation governing Asset Management.
· Computer Literacy (Microsoft Excel, Word and PowerPoint) and a driver’s license will be an added advantage.
· Good verbal and written communication skills.
· Knowledge of BAS and FINEST.

B. Duties:-

· The incumbent will be responsible for the management of the Disposal Management unit in the Department

· Implementation and maintenance of proper asset register and asset control system including the management of database administration.
· Management of procurement of all assets and ensure compliance with PFMA and other legislations.

· Ensure that all acquisition, movements and disposal of assets are recorded in the asset register

· Implementation of procedure and processes for effective, efficient and economic use of assets by users.
· Conduct inspection and support visits to programmes and all districts 

· Oversee the implementation of PFMA, asset guidelines and other financial transcripts

· Attend to audit queries relating to Asset Management

· Participate in departmental and provincial asset management forums and liaise with other departments and stakeholders on matters of common interests

Post: 3 


(Ref. 00173/3)
Manager

:
Inventory Management
 
                                   

Directorate
 
:  
Logistics and Inventory
Centre


:
Head Office 

Salary Level

:
11
Salary Package
:
R 311 000.00 pa (Level 11)

A. Requirements:-
· Applicants must be in position of a recognized tertiary qualification or equivalent with three to five years relevant working experience in a related field
· Knowledge of the PFMA and other legislations governing Public Finance

· Knowledge of BAS and FINEST 

· Computer literacy (Microsoft excel, word and PowerPoint) and a  driver’s license will be an added advantage
B.  Duties:-

· The incumbent will be responsible for the management of Inventory Management Unit in the Department 
· Manage and monitor stores and warehousing

· Ensure that all stores and warehouses are at optimum and economic level

· Co-ordinate monthly stores reports in all districts and prepare a consolidated report

· Conduct inspection and support visits to all districts

· Conduct stock taking and manage disposal of assets and inventories

· Enforce compliance in terms of prescripts and ensure internal control systems within the area of responsibility and delegations
· Attend to audit queries relating to Inventory Management
P: 4

(Ref. 00173/4)
State Accountant
: 
Revenue
Directorate

:
Financial Management 
Centre


: 
Head Office

Salary Level

:
  07
Salary Notch

:
R 106 335.00 pa

A. Requirements:-
· An appropriate tertiary qualification with commercial subjects
· Two to three years relevant working experience

· Must be a team player and able to perform duties independently

· Valid driver’s license

· Computer literate, especially MS Excel
· Analytical thinker

· Knowledge of BAS and applicable financial prescripts

· Honest, accurate and reliable

· Good acumen with figures

B. Duties:-

· Check receipts, cashbooks and deposit books

· Ensure proper application of revenue policies and procedures in revenue administration

· Prepare weekly payments to provincial treasury

· Regular checking of banking

· Clearing of revenue exceptions

· Safe-keeping of closed face value forms

· Stock taking of face value forms

· District spot checks
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