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Ref:
 S4/2

TO: 
ALL HEADS OF DEPARTMENTS: LIMPOPO PROVINCIAL 
ADMINISTRATION    
DEPARTMENTAL CIRCULAR NO. 05 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 04 July 2008.
_______________________ 



_________________
HEAD OF DEPARTMENT




   
DATE

Post 1 


           
Senior Manager               : Employee Wellness
Directorate                       : Strategic Human Resource Management 

Centre

          : Head Office

Salary Level                     : 13
Salary Package                : R540 429.00 p.a. (all inclusive)
 A.      Requirements: -
· Applicants must be in possession of NQF 6 (Bachelor Degree) in Social Sciences and Nursing Sciences

· At least five years working experience in management level in Employee Wellness 

· Knowledge and understanding of EAP, OHS, HIV and AIDS and health programmes

· High Computer Literacy.

B.     Duties: -
· Manage Employee Assistance Programmes
· Manage OHS Programmes

· Manage HIV and AIDS Prevention Programmes

· Manage Sound Health Promotion Programmes

· Implement SHREQ Programmes

Post 2  



Senior Manager                  : Human Resource Development
Directorate                          : Strategic Human Resource Management
Centre                                  : Head Office
Salary Level                        : 13
Salary Package                   : R 540 429.00 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:-

· Manage the facilitation of Performance Management and Development
· Manage the facilitation of Skills Development and Career Management

Post: 3 



Manager

:
Supply Chain Management
- Waterberg District 
 
                                               (Re-advertisement) 
                                   

Directorate
 
:  
Bids Administration and Advisory Services
Centre


:
Head Office 

Salary Level

:
12
Salary Package
:
R 369 000.00 pa (Level 11)

A. Requirements: -

· NQF 6 (i.e. Diploma or Bachelor’s degree requiring a minimum period of study of three years in Procurement or Public Administration or equivalent Qualification.
· Knowledge of contract management.
· At Least three years experience management position in Procurement environment.

B. Duties: -

· To ensure proper management of Inventories, asset and disposal process.

· To provide Advisory Services to internal and external clients.

· To provide sound bids and contract management process.

· To ensure sound control of procurement of goods and services.

· Implement procurement risk management and internal controls.

Post 4

Deputy Manager
: 
Occupational Health and Safety (OHS)
Directorate

:
Employee Wellness 
Centre


: 
Head Office

Salary Level

:
09
Salary Notch

:
R 157 686.00 pa
A. Requirements:-
· An appropriate three year Degree/ Diploma in OHS or Diploma in Occupational Health Nursing Science plus three years’ work related experience in occupational health and safety environment
· Must be a team player and able to perform duties independently

· Valid driver’s license

· Computer literate 
B. Duties:-

· Coordinate and implement Occupational Health and Safety and oversee implementation of the SHERQ Programme in the Department to ensure compliance with legislation.
· Consolidate Districts OHS Reports
· Compile regulatory reports on injuries on duty for Department of Labour and HOD

· Implement Safety, Health, Environment, Risk and Quality (SHREQ) measures, such as medical testing and treatment in the workplace for service delivery improvement

· Liaise with stakeholder Departments and other service providers on the promotion of OHS Programmes

· Coordinate and integrate a disaster management contingency plan for the Department and its facilities.

Post 5                           
Deputy Manager
: 
Employee Wellness (3 posts)
Directorate

:
Employee Wellness 
Centre


: 
Districts (Vhembe, Mopani and Waterberg)
Salary Level

:
10
Salary Notch

:
R 196 815.00 pa

Requirements:-

· An appropriate three/four year B-Degree/ B.Tech/ Diploma in Social Science/ B.Care/ Nursing  or equivalent qualifications 

· Professional Registration as a Social Worker or Professional Nurse 

· At least three years work related experience

· Knowledge of counseling and therapy

· Computer Literacy and report writing skills

· Knowledge and experience of Occupational Health & Safety Management

· Knowledge and experience of HIV & AIDS programmes 

· Verbal and written communication skills

· Knowledge of Public Service Legislations  

· A valid driver’s license

Duties:-
The incumbent of the post will be responsible for:-

· managing the implementation of EAP, OHS and HIV & AIDS programs in the district within the framework of the integrated Employee Wellness strategy 

· Conduct occupational health and safety audits and advise directorates about corrective measures required to comply

· Compile Regulatory reports on Injuries on Duty for the Manager: OHS  

· Assessment and referral of clients to relevant service providers in the community

· Capacity Building of staff and supervisors in relation to Wellness

· Monthly reporting and maintenance of utilization statistics 

· Liaising with external therapists and agencies providing Wellness services

Post 6                      
Deputy Manager            :

Establishment Management and Systems 
 
                                           Administration 


Directorate                      :

Strategic HRM


Centre                              :

Head Office

Salary Level                     :
10

Salary Package                :           R196 815.00 p.a.

Requirements:-
· Applicants must be in possession of tertiary qualification and practical in service training in workstudy, work methods and Behavioural Studies.

· Knowledge of the working of the Job Evaluation Systems in the Public Services.

· Good knowledge of work organization and design.

· Report writing skills.

· Valid driver’s license.

Duties:-
· Design organization structures and give advise on Job Descriptions.

· Conduct job evaluation and do job analysis.

· Serve as secretariat to Job Evaluation Panel and make recommendations to the HOD.

· Conduct organization and establishment inspections.

· Plan office layout and do office accommodation.

· Design and control forms.

· Compile filing system and give advise to Registry Office.

· Undertake work performance, procedures and method study inspections.
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