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SETTLEMENTS & TRADITIONAL AFFAIRS

Enq : Tjale KM

Tel No :( 015) 294 2018

Date : 12 November 2014

TO ALL PROVINCIAL HEADS OF DEPARTMENTS

ALL TVET AND HEI CAMPUS MANAGERS
ALL MUNICIPAL MANAGERS

RECEIVED

2014 -11- 13

REGISTRY HEAD OFFICE

- LIMPOPO PROVINCE

(_\.i
DEPARTMENTAL CI RCULARNO___ <A/ OF 2014

RECRUITMENT FOR INTERNSHIP PROGRAMME: DEPARTMENT OF COOPERATIVE

GOVERNANCE, HUMAN SETTLEMENT AND TRADITIONAL AFFAIRS.

Applications are therefore invited from Limpopo Province unemployed youth qualifying in the following fields
of studies and area of placement. People with disabilities are ¢ncouraged to apply.

The Department of Cooperative Governance, [Human Settlement and Traditional

opportunity employer with clear employment equity targets.

L. Applications are hereby invited for 12 months fixed contract Internship P
the Department of Cooperative Governance, Fuman Settlement and ©

>y

Affairs is an equal

togramme Placement, in
[raditional Affairs as outlined

on the attached Annexure. The contents of this ciccular must be brought to the attention of all

employees within your Departments and Institutions.

I~

- Applications should be submitted on form 783 obtainable from |

accompanied by  certified copies  of education ualifications, [dentiry
b q 3

detailed/comprehensive CV, Proof of Limpopo tesidency (Copy of

Public Service Departments,
document  and

l\'Iunici[m] rates and taxes/letter

signed by Traditional Authority. Faxed or e-mailed applications will not be considered. The

field for which you are applying for must be clearly stated. Failure to submi

documentation will automatically disqualify applications. Due to |
envisage to receive, unsuccessful applications will not be teturned/p

3. Those graduates who have already completed an Internship programme in any

institution are not allowed to apply.

t the required

arge volume of applications we
osted back to applicants

+. Applications should be submitted to: The Acting Head of Depactment; Department of CoGHSTA,
Private Bag X9485, POLOKWANE 0700 OR Submitted in person to CORPORATE RECORDS

(Registry) First Floor at 28 Market Street.

Contact Persons: [nternships & Learnership Personnel (Ms. Matjea MA; Ms Nkuna [.K. Ms

Mantlhakga MJ, Ms Theledi EM, Mr. Nkumbuta MM and Ms
2202/2003/2004/2122/2287 & 2288

CLOSING DATE: 31 DECEMBER 2014

If you do not receive any response from us within 3 months atter the closing date, you m

your application as unsuccessful.
!/. i =3 /
\ oy _-_: : 5 I.r\ i J
P 5. L TVY |'
. i | [
ACTING HEAD OF DEPARTMENT
; e iy R
28 Markat Stree, I‘UI.lih‘“ANﬁ,lplkl, Private Bag X9485, POLOKWAN E, 700
Fel: (015) 294 2000, Fax (015) 201 5581, Website: Wwww.coghsta.limpopo.gov.za
The heartland ~Af Cnvae oo uo.

Ndlovu AN at (015) 294

ay regard



LIMPOPO

" PROVINCIAL GOVERNMENT

REPUBLIC OF SOUTH AFRICA

DEPARTMENT OF
CO-OPERATIVE GOVERNANCE,
HUMAN SETTLEMENTS & TRADITIONAL AFFAIRS
Vision: Champion the Establishment of Sustainable Development Local Governance and Integrated Human Settlement.

INTERNSHIP PROGRAMME

The Department of Cooperative Governance, Human Settlement and Traditional Affairs is looking for one hundred and twenty (120) Limpopo Province
unemployed graduates youth between the ages of 18 and 35 to be placed on a non-extendable 12 months fixed period Internship Programme for 2015/2016

financial year.

AREA OF REFERENCE NO MINIMUM JOB DESCRIPTIONS
| PLACEMENT QUALIFICATION
| REQUIRED
| 1.Legal Services | CoGHSTA/2014/01 LLB Degree COTRACT MANAGEMENT DIVISION i
1 Be able to draft and vet contracts, service level agreements and memorandum of
understanding:
Tender legal opinion to the department;
Implement and monitor contracts of the department; and |
Ability to follow through legal process on actions against and in favour of the department.
BY- LAWS AND LEGISLATION DIVISION
Understanding and knowledge of all iegislation applicable in the department;
Draft, edit, vet and repeal by-laws and provincial legislations and by-laws:
Knowledge of legislative drafting process: and |
Tender legal opinion to the department. |
2. HOD Suppont | CoGHSTA/2014/02 Three year Diploma/Degree Maintain and Control incoming and oulgoing register; |
in Office Administration/ Filling of documents :
Management Assistant/ Perform General Administrative duties and render support to the SBU; |
Record Management Maintain diary of the HOD. :
3. Buodget CoGHSTA/Z014/03 | Three (3)Years Diploma or Co-ordinate collection of data for achicvability preparation; |

Services ‘Three Years Degree in Submission of report to Treasury upon approval by HOD;
and Commerce/B Com Consolidation of Budget inputs per programme;
Compliance

Preparation of Annual cash flow statement;

Facilitate capturing of budget in the financial systems:

Facilitate the implementation of shiftings and preparation of virements to HOD for
approval;

Facilitate the preparation of Fund requisitions;

Consolidation of year to date;

Compilation of monthly Early Warning reports:

Coordinate the collection and consolidation of Roll-Over application:
Consolidation of Appropriation statement in the AFS template;

Print and analyse BAS reports in fine with final Budget adjustments:
Compilation of monthly Early Warning reports:

Linising with sub-departments for explanations of expenditure/ budget variances.

Knowledge of SDLC,UML
and Project Management

Coordinate the ICT steering committee.
Ensure compliance to project Management standard.
Provide project Administration/coordination,

4. Municipal CoGHSTA/2014/04 B.Comm degree Reconciliation on ledger account
Finance (Accounting and Auditing) or Reconciliation on the bank
equivalent qualifications Assists municipalities with internal control procedures

NQF6 Assists municipalities with creditors reconciliation i
Assist with monitoring MSIG Grants |
Verification of financial policies and implementation of MPRA |
Municipal Finance and Management Act implementation :
]
5. Depanimental | CoGHSTA/2014/05 | Three (3)year Diploma or B. Administering housing claims and expenditure; !
Expenditure Comm. in Accounting Process payment on HSS and BAS:; |
and Reconcile payment paid on BAS: |
Housing Safekeeping of paid vouchers. !
Finance |
|
6. ICT CoGHSTA/2014/06/ | Three year National Diplema Assist with ICT Project Management. i
Infrustructure | G & P in IT/BSC Computer Science Assist with implementation of ICT Governance Policy Framework. |
& Systems with Project Management Conduct Research on ICT best standards. !
|
1
|
|



CoGHSTAZ014/06/
PHY

Threr year National Diploma
in [TV Conspuler Science

Systems plonning, aratysis, design, implenentation and testing,

Maintain and administer database by ensuring high fovels of data availability.

Develop web based applications using the following open source software (hainly PHE,
pOsIgres)

Develop systems documeniation, L.e lechnical docunentation and tining material,
Maintenance, modilications atd enhancements of extsting systems or legacy systems.
Abdit or accesy compuler systems and vperations.

Testing of developed and enhanced systzms,

CaGHETAL2014f06f
r

‘Threg year Natiopal Diploma
in [T/ Computer Seitnce

Preferabty with Security +
certifivate

Maintain and nionitor ICT securily systems.

lrapletment ECT security plan and policies.

Ensure activities of disaster recovery sile are implemented,

Assist ot the development and updating of ICT security documents.
[rupherment iCT Security plag.

CoGHSTASR0 L4706/
MCSE

Three yeur Mationai Diplomn
in ITf Computer Scieice

WMOSE, MOTTPCON AL A,
N+ Certificpie

Maintain and moniter 1CT Infrastrucione,

Maintain and resolve all computer equiginent fauks

Configure new KT etuipment and fostall a1 users

Assist on the development and uptlating of JCU infrastniciure dociunents.
Ansist on ICT infrastructinee documicnts.

CoGHSTA20 L/04/
SCM

Three year Degreefl3tplona
in Office Management!
Supply Chain Management

Assist in developing speeifications.
Manmage [T reguisitions

Manage obtainment of purchase orders.
Manage submission of invaices o finance.

7. Orpanisational
Developmen
ant Design

CoGHSTAZOL4/07

Mational Diploma in
wanagemem Services!
UrganisationWork-
stlydProduction
Managemen

Destg/ redesign organisationa! siructures:

Canduet job evahation process:

Develop and facilitaie job descriptions! profiles;
Compile job compelency profiles:

Gathering information e.g. legislation,

Analyse information gathered;

Compile organisational extablishimern struciire:
Gienerate menta 1o seek approval

Conduet investigations for ad-hoe cases

Provide technical advice on the developent of job Descripton/ prafite;
Corxhuet briefling sessions on Job Descriptianf profile:
Review Job Duscription/ Profile

8. HE Capacity
Drevelopment

CoGHETA20 L1408/

Three year Diploma/Degree
FIRDAHRM/Publie
Administration

Compile and implement Workplace Skills Plag

Coordinate the 5D committee meeting

Maintain the database for Service Providers

Maintatu the database of trabned officials in allocated SBUs

Facilitate Recognition of Prior lsaming

ldeatify learners with or withoul qualification

Implementation of ARET programme

Identification of ABET learners for placement

Maonitor the attendance of clisses

Induction and oricmation of employees

Managensent of (he bursary fund

Coordinate the review of the bursary and Leadership poley

Motitor the tmplenientation of the bursary comtract

Congluct competengy assessme iy

Verification of qualifications

Administer the impleruenation plan for (e inemship, Learnerships, Traineeship,
wentorship and RPL progmmmes:

Administer the deteemination of the Jearnerships i ineriships teeds Tor cacl sib-
depactinent;

Admirister the recruitment and selection of leamers for leanterships aid inteerships
Ensuce man nt and ¢ e of learning reeords amd learngr profike:
Cnsures the orientation and inuluction of interms and learners;

Administer the coordination of ¢ffective and efficiear support and assessment of
learnership and internships to ensune effective moderation thereof,

Administer the coordination of the payment mtes and the progessitg of keanweeship and
internships allowanees with relevant stakeholders.

Administer the coordination of the development of learmership, intermships and experisnial

fenming agreententsicontracts and the sighing—ofl of alt MeCessry agreements by ail
parties.

Facilitate Life Skills workshop for both intecns and leamers

Coordinate and writcs progress repots for all the divisions etivities.

Adninister the management ind maintesance of leaming records, kearsers profiles am
genetal records for the division

Aduninister the itmplementation of RP1, PrOgIaniOws,

Coordinate complizace of emining programmes 1o refevant lemislations,

Develop workplace skills plan in line Skil Development Act

Coordinate implementation of Adult Edueation and ‘Tratning progmm.

Coordinme HRD strategy mplementation.

Assist in monitoring Internship. Lewmership. Experiential Learners, RPL and AET
Programmes,

Assint in compifing expenditue and [MANGAOTY Fepors

Assist in facilitating HRD Strategy and monitoring tool,

Assist in compiting monthiy repon

Assistin the compilation of an impaet training tepart.

9. 1DP
Coordination

CoGHSTAS2014/09

‘Mee year Depre/Diploma:
IPublic Maonagement or
Development Suudies

Coordinate IDP engagements batween sphieres OF govermments,
Provide support 1o municipalities 16 ensure that they produce credible 1DPS
Ensure the generation of sonuat MECs™ analysis weparts and MECs a5,

1] repott; apd




Facililate implementation of Provincial Growth Pobms Munivipal Programme (PGEM),

1. HR Practices
ang
Administration

CoGGHETA20 L4/10/
HR R

Three (37 year National
Diplomaf Degree in Public
AdministrationfHRM

HR RECORDS -

Sorting and fifing of personme! fhes;

Updating folio numbers

Filing records in the relevant files:

Clesing of personnet files reaching 130 folios and retrieval of personnel Fies;
Regisiering of the requested personnel files;

Acknowledgement of receipt by Ui receiver:

Check content of dovwments against outgoing register and sign;

Register incoming docurnents in the incoming cegister, sort and disuibite w personne!
atficer for filing,

CoGHETA0 14418/
R R&S

Threee (33Year Diploma in
Public Administeation ar
Hewnan Resoures
Management

HR RECRUITMENT & SELECTION

Facilitate the sdvertisement of vacant positions;

Receiving and sorting applications;

Capturing of applications received Ffor adventised posts:

Logisticel armngements for short [isting and imtetview sessions:

Serving ax sectétarint in shonlisting and interviews;

Facilitaling completion of fravelling claims For interviews by candidtates:
Appaintinent of staff on PERSAL systen;

Placement of statf as per request;

Conducting physicnl Orentauon intern

CoGHSTAZO L1310/
HRC

CoGHSTASZO 1420/
HR TP

CoGHSTAR014/ L0/
HIE Tformaticn

CaGHET A0 410/
HR MBS

Three year {3) Diplomma in
Prublic Adminisration f FLRM

Three year {3)
Diptoma/Degeee Public
Administrations HEM

Three year (33
Diploma/Depres Public
Administaion’ HEWM

Three year (3)
Diploia/Degree Public
Administrnons HREM

HR CONDITIONS

Capturing of leave form on PERSAL:

Leave register to HR Recorls;

Processing of Employees alfowance:

Avuliting of leave fijes;

Recunciling 28 register

Processing of long services: furwert benedits and nomination of beneliciary forms.

HR POST PROVISION

Develop o Human Resowrees Management Plan,

Facilirate the Emoyment Eguity Plan,

Comduct Human Resgurces Assessment,

Contuct Reports. and Analyse Exit fnterviews

Facilitate the implanentation of the Retention Policy.
Represent in the stwrt istings and iecvicw panel,

Pravicde Montily and quacerly employment Equity statisties,

HE INFORMATION

Administration of an appropriate HR system for the Deparment,

fsstie the Personat data forms w employees and capture the submitted infoanimtion on
PERSAL syswem,

tdentify HR information gaps and submit to the manzgement for further research.
Capteere and maintain organizational structure on the PERSAL systern,

Capiure the ohjective and responsibility codes in PERSAL.

Link the companents and the posts of the organizational stueteee it PLRSAL.
Ensure 1hat syslem security standards are niantained,

Implement the user accornt managenient policy.

HR PMDS
Recvive and capiure performance instraments on PERSALAPERMIS

Process quanterly performance reports and capture on PERSAT/PERMIS
Open PMDS tiles,

Render support ducing PMDS workshops.

tite perfonnance instruntentsf quarerly reponts.

Hawile PMDS querics,

Provess perfonmance incentives on persat.

[l Labayr
Retations

CoGHSETAZ2004/1L

Three year (3} Natioaal
Driplna in Labour Relations
Management! LLB degree

Promote sl ensize sound! labour management.
Handling and coordination of disciplinary matiers.
Provision of Labour Relation advice 10 the Department.
Effsctive and efficiem handling of grievance.

12. Employee
Wellness and
Special
Programumes

CoGHSTASZO14/L2
EAP

Three year Degree in Social
Workf Diploma: Safety
Managenen

To coordinate and monitor the activities of EAP in the deparment

Assess the needs of the depantment and its cmployees through reseireh and design
prevemative programmes to adidtess shurtcoming

Eslablish and maintain effective and confidential record keeping and data managemem
syslems

Review and monitor the process of referml during treannent and after completion of
treatment te assess the effectivencss of service praviders

Qffer counselling to payehological troubledfrnumatised and HIY and AIDS iifected
employees

CoGHSTAS014/£2/
OHS

Three year National Diploma
in Safery Managenment.

Develop and implement an appropriate SHERQ programmes

Procure services of OHS medical spectafists to meet employer needs

Set up and report on the performance of OHS structures

Ensure the training and mentoring of the GHS structunss

Ensure neporting on all health matters tterventions

Provide reports on all LO.D cases attended to and laise with the Comnissioner for

Compensation through the Presmicr™s Office (o enstre timeous tesponses fram the
Comimnissiopgr.

13. Spatial amf
Human
Settlement
Planting

CoGHSTA/20 1414/
GIS

Three yeac (3}
Driptoma/Depees in
Geographic Information
Systern (GIS)

GIS
Capture and clean spatiat dwa from various formats and sourees:
Calleer; eapture and dowaload GIS data using the GPS.




Apply connlinate systems and projections:
Protfuce customized maps o meel client’s geedls,

t

CoGEESTA20 4/ 14f | Theee year Degree/Diploma:
HUMAN Tows and Regional Planning HUNMAN SETTLEMENT PLANNING
SETTLENMENT Support the orderty planning of sustainable integrated human settienenst;
PLANNING Provide technical professional planning advice! input on Town and Regional Planming
applications within the province,
Support the development of Provincial amd Municipal Spatial Developnen frameworks.
CoGHSTAZOL4/ 14 | Theee yoar Degroe/Diplonsa:
SPATIAL Land Surveyingf Geematics SPATIAL PLANNING/ SURVEY
PLANNING/ Genemate topopmphical surveys! plans:
SURYLEY
14. Land Use, CaGHSTA014/14 Three {3 ¥Year Notionat Ernsure proper evaluation of laml development application,
Deeds and Diplowafs Degree in Town Assist in conrdinating developument of land nse manageren schemes.
Statutory aril Regiomal Planning or Ceordinate and facilitale the implemeration of LUMS.
Boxlies Development Planning Manage the develnpment of Land Use Managenient Systems.
telated gualification Coordinate the uperading of langt tentre rights
Coordinate the realization of Land Use legislation.
Ensure proper evaluation of security of wiure (Le. Registered deeds of grants, rransfe ol
decids of g, centified coples of deeds of grant and cancelled charges / bonds)
13.Human CoGEHSTA0IMES! | Three (3)years Natonal Mariage and monitot the implementation of Human Seftfentent Developmant.
Seulement HSD Diplomin or Begree in Manage and coardinate the implementation of cmergeney housing pragram
Developimen Burilding Seience, tlanage and coordinate the inplemeniation of rrausitional bousing progmum
Repion 2 Architeeture, Civil Render amd provide technical advices 1o manegenent. mumicipalities and other
Engincering OR Quantity stakeholders on housing and infrasteucture development
Survey or N6 Cenificate in Facilizate the process of payment af claims and ceniffcaies
relevan fickt Attending meerings and project administrtion
ColHSTA2BLUSF | Three year Matianal Diploma General administraion of the oflice;
ADMIN i Public Management! Arrange bookings for sccommodation and mcals.
Otfice Manageinent or Distributing incoming and oulgeiny comespondenee;
Office Admiaistration Astangements of SBU meetings:
Management of telephone engniry,
Consolidation of reports.
Mositor budget and commitment register for the SBU.
Manage the office diary
Manage the commitment register of the SBU;
Provide secretacial support.
16. CoGHSTAR014/16 Three year National Diplonni Preparing the production of publicity brochures, hand-outs. divect maif leaflets,
Communication fDegree in Public promational videos, photographs and multimedia programmes;
Services RelationfJournalisny/Media Design and develop all deparmental publications
Stdies/Communication Monitor pubticity and conduct nesearcht to find owt the concerns and expeeiations of an
Science; Macketing o organisation's stakeliolders;
Geaphic Design, Coordinates media buys and reserves advetising space;
Webmasters, Mullimedia and Manage the depanment’s response to important issues and i Gmes of erisis;
Video and Photogripher. Bevise and coordinale pholo spporiunities;
Urganise evenls including press conferences, exhibitions open days and press 1oers:
Update informtalion un the website and soeial media networks:
Sourcing and niukging speaking and soctal media networks
Respond w enyuines from the public, media and other organisations.
Arrange interviews with journalisis, prepare atud thistribie mews relepses and make
stnfemenits 1o the media
7. Accounting | CoGHISTASZ0 1417 Three (13Years National CiCar suspense aceoln;
and Diploma or Degree Performance of bank reconcilintion sccounts
Systems yualification in Accounting f Collection of revenue
Finance Banking of state money to the department’s primiary accourt
Breparation of payment of revenue 1o the Provincial revenue Jecomng
Management of debis
Asaist with the month-cnd and year-end closure
Facilitating the running of financial systers in the depitment
Entity maintenance
System reconce Histion
18. Security and | CoGHSTASZ014/13 Three year Degree/ National Provide administrative support to investigation units
Investigation Diploma in Law, Policing. Conthuct fraud risk assessent,
Management Security Management of Dieveiop and monitor fraud prevention action plans,
Commeree/ office Ensure the protection of whistle blowers.
admiuistration Conthuet classiffed investigation and loss of departmental assets,
Collnte information for the compilation of repedts on invidents of fratkd and cormption
Foltow-up on the inplementation of weommendations wade on completed cases
Linise with intemal and external clients (labour relarion section)
Krow ledge of Technical Access Cuntrol and CCTV systens witl be an added advantage:
Conduet elassified investigations and loss of departmenal assots:
Must have high standacd 2nd proposed fevels of achievemgen:
Ability to motivate and trtin people:
Financial Management
Good Humag Relatinnship
19, Rivk and CoGHSTAZ014/19 Theee year Nationat Diploma

Security
Wanagament

Administration/MNational
Diploma / Degree in Risk
Management/ Internal
Aamditing/ Finauial
Management

Assist with the Encilitation of risk assexsment workshops and compiting risk register:
Assist in monitoring the implemuentation of risk mitigatiog strategies;

Assist in monitoring implementation of audit recommentdations

Assist in conducting operational risk nwareness at SBU'S Branctes and swb-tepartiments:
Assist in courdinating activities for Risk Management Committes Meating and Aueit
Committer Meeting:

Awiist with e coordination of Munigipal Risk Magagement Forums aod tike mimites;




+  Ausist in monitoring the implementalion of AG action plan: .
= Awsist in developing {mersal Audiv zction plan: :
*  Assist i monitoring implementation of audit recommentations: !
*  Ansislin enswring implementation of intemal conteals,
20. Information | ColGHSTAS2084020/ | Theee {3) Years qualification *  Ensure the implementarion of file plan:
Managewent | IM Diploma/degres in Records +  Opening of fles:
Management/ Archival *  Tracing of Fles;
Studies = Dispatching ond filing of documents:
. o +  Maintenance of fites;
Theee years qualification *  Capturing of files;
Diploma/ Begree in Public + Delivering of tocuments frot one office Lo another:
M::r?ng‘cmr.:nlf Mmlm_slmtm:l *  Phowcopyiog of docwments;
(imajoring in lnformation « Registering ot outgaing mail; .
Management) : = ) J
CoGUHSTA2014/20/ | Thrce year qualification in *  Assist with catatnguing, Classification and indexing: [
LS Library or Infonation = Handle inquiries and requests from clients; i
Seience = Shelving and shelf conrol of fibrary resources; .
«  Cootluct infortnation searches for clicns; i
= Atrend to general circulating aund lemding dudes:
~  Darainput on tie library system, registration of new elients, issues and wtuens of library
ESOURCeS
¢ Issue eeminders for overdue libmry resources,
21 Human Theee {3} year National = Manage and monitor the implementation of himan settlement development,
Setlement CoGHSTAZMYLLY | Diplons/ Degrec in Building *  Manage and coordingte the implememtation of cmergeney housing.
Developmiens HSD & R A Scienee, Architecture, Crvil +  Manage and conrdinate the implemeiteation of tmnsitional housing programune,
Reglon A Engheering, Quantity Survey = Manage and coondinate the implenientation of farm worker housing program.
or N& Certificate in relovint *  Rumderind provide techaical advises 10 management, Municipaditics and other
fied, stakeholders on housing and infrastructute development.
o Factlitate the process ol payment of claits and cectificates.
= Atending meetings tad project administration.
22, Disaster CoGHSTA2004/32 | “Theee {3} yeor National s INSTITUTIONAL CAPACITY AND INFORMATION MANAGEMENT
Management and | D & ES Diplogsflegree in Disaster *  Provide sdminisiotive a0 inaragement suppiort 12 disaser managesient inter-
Emergency banagement & Emergency govermmental structin.
Services Services of refaed «  Toco-oxlinai strategic decistons of the Provincizl Disasier Managemem Advisory Fonms.
qualifications i Fire *  Toco-ordinate and promate stakeholder participation in disaster nanapement programenes, I
Management or Rescue *  Toco-ordinate education, tmining and reseacch in disaster risk managenent
Services. *  Toco-orlimue information managgment and communication systenis for disasier
managenent. !
+  To facititate alignment and review process of the disaster management plans and i
framewarks, ;
L3
CoGHETA/Z014/22/ | “Theee {3) year Nationa] RISK ASSESSMENT AND RISK REDUCTION
DM&R&R Idplomafdegree Uy Disasier «  Ensure that all stakebelders compile integrated disaster risk wmanzgement plinas,
Muanagement & Emergency +  Comduct risk assessment.
Services of rehiied »  Coordinate disaster risk reduction programmes and plans,
qualifications in Fire = fwptement angd monitor disaster tisk reduction programmes and plans.
h‘_"““f‘g"-“‘““‘ ar Rescue = Comthuct reseaceh on potential hazards, high risk periods aned condditions. |
Services, «  Conduct tisk awarcniess camipaigns. |
*  Cowduct an audit of the past sigiifcanut events. |
¢ Ioplzment disaster risk managenient plans. '
*  Tacilitaie the incorporation of divaster risk reduction plans into an integrated deveiopment ‘
plins, )
|
CoGHSTARO14722/ | Three (3] year Nationa "~ " RESPONSE AND RECOVERY e
DM&RES&R Diplemafdegree i Dispser +  tdentify and implement mecl for the dissemination of carly warenisnus, :
Management & Emergency *  Develop and buplement guidelines for the Assessmest of & disasier. !
Services or related +  Develop and implement response and recovery efforts it an integrmeed manner, !
qualifications in Fire »  implement standardized and regatfated relief measures. i
Management or Rescug +  Emsure integrawed rehabilitation and reconstruetion activities ane conducted. ‘
Servives.
. EMEGERNCY SERVICES :
CoGHSTARG14/22¢ | "Three (3) year Nauonal + Fire Opertion and Coordination. |
M & ES Diplomufdegree in D‘-‘“*“ff_ »  Condduct awareness cowpaigns. |
Mam“ggc.{ncm & Energency = Capacity Building and Fire Safety Programs. !
Seeviees or related «  Policy snd Complianee M : . :
qualifications in Fire i pHance vanagemeat. |
Manapement or Rescue ‘
Services. I
23, Municipal CoGHSTA2014/23 Thiee (3) years Degree / +  Maonitering and implementation of the capacity butlding stonezy I
Institutional National Diplema in +  Facilitation of capacity building progratnmes :
Capacity Development Studics/ t or +  Moniloring and development of organizational steueture :
Building Public Administration *+  Assisl Municipalities to develop fraud and anti-cormuption strategy and HE policies :
s Provide Administrative suppect for the unit
24, Strategic CoGHSTA2814/24 | Thiee year (3) = Assistin development of Sirategic plan, operational Man and APl :
Flaniing Diploma/Begree in *  Monitor and coordination of departmental projects: :
Eeonomics »  Manitor departmental projects:
= Evaluale or analysis of departmental performance against the Annutal Pertormance Plag: .
+  Fatilitate the depatiment’s quarterly pecformance sessions. H
25, Subsidy CoGHSTAS014/25 Three (3) Year Nationa! «  ToCapture housing subsicly application formy
Adimindstration, Diplnmzl ot Degree in Public « Ty Cgmpl{;[c i\ousjng necds questionnaices
ginatmcm. Administeation +  To Complete subsidy spplications io aff municipalities
it

Ind Housing

Ta mespond (o tefephone enquiries regarding housing issues:




Secmiariat

+ o conducting pleysical verification of ocoupams in complete houstug units
+  Management of disputes between landlords and enants.

«  Provite secretariat services for meetings with stakeholdecs.

»  Processing housing claims for appoinict service providers,

= M t of housing cottmcts.
6. Democratic | CoGHSTA/ZM4/26/ | Three (3) Year National +  Coondinate amd support Disteict Mayors Intergovemmental Forums;
Governanee | EGR Digloma/ Degres in Public «  Support Premier Inergovenmental Fooum:
Management or +  Promode Municipal Iitergovernnental Relations:
Administration. ( 1GR. »  Hold awareness campaigns for clections: .
Governance & Elections) +  Faciliate Gragling of mumicipalitics. :
CoGHSTA/2(H4/26f | Diploma in Public ¢ Coonlimte and support the etfective functioning of ward comnitiecs; g
pe Administation { Pulslic s Cooritimate an d support training of ward commiltess members: i
Participation} o Facilitne and coordinate MEC, Mayors and Council imbizos;
s Supporl Presidential andl Provincial Public Participation Programnie.

27, Logal CoGHSTA/2014/27f | Narional Diploma or Degree +  Support assessment and coordinate the process amd neview of LED strategies, and thevelop
Fcomaumic LED Ceanamics or Business reqorts thereof, ‘
Developnment ST ot Deveiog t »  Toensune funchionality of district LED forims, '

Stdies »  Repons on the getivides of LED formns. !
+  Monitor and evaluate job pppottunities pravided by Community Work Programme (CWDE)

An Honour's Degree tlevel i

T} in the above subjects and

Research Skills will be an

advantage.

8. Supply Chain | CoGHSTAROE28/ | Three year MNationnd T T TELECOMMUNICATION SERVICES

Management | TL Diplomal Degree in Business
lanagement! Finangial »  Advise end-users on eellular phone policies:
Manageinent. = Receive cetular phiong necd from MUC, Tradittonal Leaders, COW sralfamd MO s
oflice; .
«  Enler wto canteets with celiufae pliones services providers: !
«  Pregare payment for ceilutar phones provide, i
*  Receive and process cellular phones ciaims;
*  Advise end-users on land line policy usage; |
«  Compile nnd distribuie land loe privale accousts: ‘
= Prepare payuent for 3 ( data bundies) providers: \
= Manage tell wace i
= Revebvy and process data budles cluins, :
CoGHSTA2D1428/ | Three year National ASSELS MANAGEMENT . '
ASSET Diploma/ Degmee in Compilation of Assct Register :

Financinlf Business
vanagement

+  Plysicad verification ol assels on acquisition as per invaice:

= Borcoding of assets upen receipt of new assets;

«  Allovntion of assels to asset bolders;

= Appeeving of new assets created tn IFMS:

= Updating of inventory lists a8 per fsset holders;

= Separation of minor and iajor asscts;

*  Classification of assets acconding 10 their category, e.g. furnilnge, compiier hardware.
buildings, office equiptient's:

*  Ensure the usage ol eapital expenditure accordingly:

»  Updating of Asset Repister;

+  Filing of the poyment vouckiors according to the chssilication.

Compilation of Yerification Heport
*  Make submission for approval 1o HOD with negand ko the commencement of verification:
»  Circolation of verification cireutar to all members of sait:
o Conduct the verification processes:
+  Uompilaton of redundant assets lise:
»  Compilation of mventory tsts as per asset hokler;
¢ Ensure that ail inventery foms are signed by asset holders:
»  Compilation of verification report 3 the HOD.,

Render Asset Disposal

«  Safekeeping of all redundant assels to be disposed:

»  Collect inpuis from rebevant stakeholders aboul assels t be disposed;

Monitor the life span of asscts with the assistance of relevant stake holders e.g. Transport

and Gito sectians;

= Submission of compilted redundant lists 1o the Sceretariat of Uie Asset Disposal Camminee
for consideration;

*  Geneedte memorandum for the appointment of Asset Disposal Committes members to (he
HOD:

+  Implementation of approved mema froim HOD with regard 10 redundant assets to he
disposed;

+  infoim Risk and Sceurity SBU about the disposal of assets {auction(:

«  Securing of the venue for psctton

Render movement of Assets

Compilation of authority to remove govemment property Tom premises fonn;

+  Removal and relocation of assets to the relevmnt offices:

+  Updating of the inventory lists after the process:

v lmplememsation of requests recefved from various SBUs about relocations of ofticials!
assels:

«  Updating of Asset Register;

«  Rewmoval of all assets found oo the cormidors to storeroom:

+  Filing of correspondences from various SBUs as well as emoval authonity formg

Monitor the relucation of officials! assets in cases where the relocation is done hy service
providers

Reconcitintion of Assets against Capita! Expenditure on moenthly basis with BAS




CoGISTA2014/28/
DEMAND

CoGHETAI20 14128/
LOGISTCS
STORES

ColGHSTA 2014728/
STORE
MANAGEMENT

CaGHSTA/2014/28/
FLEET
MANAGEMENT

Three year Diploma/Degree:
Logistics

‘Tliree year Nadonal
Diplomaf Degree in
Businessf Financil
Management,

Thiee year Diploma/Degree:
Logistics/ B Com in
Transport Economics/
Transport Logistics

report

Compil: and presgntation of BAMIP repoct on moaihly basis 2t Provincial Asset
Mamagement Committes;

Repodt any acquisition, disposal and transler af assets to Provincial Treasues on monthiy
basis:

Autend monthly mectings of Provineial Asset Managenment Forun;

lmplememtation of Acts, Policies, Practice notes and Procedure Mangpals,

Mzintain lost Register

Collection of Youehers aod filling theeof;

Reconeile the capitat expenditure with the Asset Register

Generating Memormndum for the passing of journals;

Easuring aliocations of capital expenditure items:

Separate minoe asscts Trom major Assets:

Comparing e BAS tepost wilh the assets on had;

Correetion of missflocations from capital issels;

Compilation of the Loss Asset Register;

Reeriving of loss assets reporls from GITO and other relevant stakehollers:

Provessing of loss sssebs wports;

Submisston of report to Risk and Seewrity Managemem SBU for investigation;
Generation of memarandinn 10 HOB far the fecovery of assets an! the disposal Riereof:
Caleulation of depreciation of the fost itens in order to ger the carrying value of the assel
s per acquisilion date (roo the Asset Register;

Inform the nelevant offivers about tie HOD s decision vu the foss assets;

Inform Accouming and Syskems SBU about e creation of debi:

Linise with relevant SBU (GITO in cose of IT equipment” sh about fhe foas asset

DEMAND MANAGENMENT

Assist the od-wser 10 dralt the specifieations for gonds and services:
Sit in Bidt Specification Connnives {BSCY;
Serve as secretarial u B Specilicaion Connnines (BSC):
Attend the briefing sessions:
Wrile reports:
Inspections of service providers of goods and services according o the commodities
registered or tendened;
Muntain a register for al the incoming ang owgoing request of goads and services from
endl-sers:
Cheeking of supplicrs dhinbase forms registrtion
Filinw:
Nominatton from the database:
Link the needs of end-users (o the budget.

LOGISTICS AND FLEET MANAGEMENT

Transit En

Management of gonds reeeived and delivered within seven days after receving theay;
Communicating with cxternal supplices regarding dalivery times;

Cheeking the delivery agatnst witht wis ordered to make sure the teeo mateles up o (hat
there are no matighed items;

Management ol speciitcations and monitoring of erders and deliveries:

Delivery note

Invoices:

Packupes,

Linising with the 5By

Stork count and closure of tlky cands;

Manage safc keeping of ally cards.

Trunsit Qut

Limsing with the SBU's;

Stock count and closure ol wily cards,

Follow up on orders;

Breliver to vadous SBU's;

VAl

Yal

Cowpletion/ submission and follow ug of requisitions,

STORAGE MANAGEMENT

Checking the delivery against what was artered ro make sure e matches up and that there
are e mangled temis

Ensure that shipping and porchase doctmentation and general recotd keeping are
complzied ton high order of aceuracy and in 2 Bmely manuier.

Management of specifications and monitoring of orders and deliverics

VA2

Administration of internal order documentation and procedures

General document and order processing

Filling/tocumentation

Lizising with the SBU’s

Stock countand closure of tally cards

arnage safe keeping of tally cards

Completion/submission and follow up of tequisitions

Obtain informntion to consotidate year end stareimem

iannge of all services remdemd in the fingneial year

CHECKING OF LOG SHEETS

Check petral $lips i€ the litees are recotded in the log sheets
Manitor fuel wtilization
Cheek signatures in oy sheets and itinerarics




CoGHSUALZN 1428/
ORDER ADMIN

CoGHETAZ0 14728/
ACQUISITION
MANAGENENT

Three yeur Diplomadfregee:
Logistics

Three year Diploma/Degree:
in Finpscial Management!
Business Managemunt/
{.ogistics of Accounting
ianagemen|

Cheek if fog sheet are balanced
Check monthty vehicls pecformance

PROVIDE EXEMPTIGN i
Riceive retquests for eaemptions
Issue exgpiions

Submit exemptions for approval

RECORD KEEPING

Opea fles for each govermment vehick
File log shieets in each vehicle files
Record ali submission of log sheers in the log sheet register

Conduct motor vehicle inspection

'i
CONDUCT VEHICLE INSPMRCTION 1|
|
Conduct training pn compiiation of log sheets |

{SSUING GG VEHICLES

Checking Trip Authority

Update wehicle issulng register

Do pre inspeciion

Sign Reebtol! card

fssire vehicle keys amd fuclfioll cards

FACILIPATE REQUISITIONS OF GOODS ON THE FINEST SYSTEM.

Recetive meguisition from twe end user
Check budget anachnmiem

Clhieck budget miocation

Caprure requisition on the FINEST system

FACILITATE GEMERATION OF ORDERS ON THE FINEST SYSTEM

Verify the signatories venus delegition
Verify the guotes verses requisition amount
Yerify if funds are availblie

FACILITATE THE RECONSILATION OF BAS 7 FINEST

Commit all order in BAS

Liatse with supplicr for banking details

Rizfer cuiity forms to Accounting Lo create entilics
Linise with supptiers for tax eleammnce certificate

FACILITATE PAYMENT INVOICES

Reteive invoices from soppliersiead user

Ensure invoices ane signed by delegawd offivizb

Commits invoices in BAS

Register invoices n register book

Ensure date stamp on invoices are signed (for 36 days compliance)
Submission of invoices 1o expenditure for final processing

FACILITATION OF COMMITSMENT AND ACCRUALS

Issuing fetters for omsianding orders o end gsers !
Linise with end user for clarity

Remave onders ot system

Attend querices from supplicss sud entd tsers.

ACQUISITION MANAGEMENT
Invite guotations from suppliers as per Treasury regulations and instrustions notes

Compile recommendation on memos for the required goods ol services within two dayy

Cheek fist used 1o gnsure compliauce
Filing of contract amd docwsnents
Photocopy, faxes and emails of quorarions

29, MID

CoGHETA2014/29

Degree/Diptoma: Water and
sauitation ; Engineering
Stglies{ Civil, Blecrical)
Project Managemem

Manage Municipa! infrasiucture geant project registration process and factlitate project
implementation.

Facititate and monitor the implenentation of free Basic services:

Manage and support the municipalities in the provision of water, sanitation and eneray
services:

Manage the development and monitoring of upgrading, implementation of indigent policies
and register for free basic services;

Provide support to municigalities in refation of project nanagement;

Monftor projects for technical and kgnt coplianee:

Coorttinate Extended Public Works Progrmms teporiing;

Ensute compliance te municipal infrastiucture grant progranimes reporling requetenmenis;
Coordinawe development md implemenntion of monicipal infrastructure operations wnd
maimenance phins,

Manage the developmens and monitoring of upgrading, implementnion of indigent policies |
and repister for tree basic serviges: |




Providu scoretariat services o Limpopo water sector itergovernmensal forum;
Coltate repont on infrastniciure prograntmes;
Manage data base in support to infrastiucture.

0. Human
Setilememt
Property
Management

CoGUSTAZD L4738

3

Theee yenr Diglomahiegree
in Real Bstate or Propuerty
Managerent/Law of
Property/Financial
Management DR

National Diploma in Finance
Accounting/lnternal
Auditing/Cost Accouwnting/B3
Com Accounting

ASSETS REGISTER MANAGEMENT MYISION:

Profiling of properties and updating of housing assets register,

- Identification of immovable propertics.

- Check Municipat fikes to verify property status.

- Physical verifieation of legal tenantsf ocoupais:

- Phiysical vedfication of propenties.

Process e teansfor of vesidential properties theongh extended discount Senetits
scheme to legat tenants,

- Completion of Enhageed Extended Discount Benefil Seteme (EEDES) application Tonns -

with the fegal fenants;

- Dristribute invitation fethers w0 legal kenangs;

- Consolidate list of kegal tenam for adved in he print media,

Capturing of application forms for Entianced Extended Discount Benefits Scheme
(EEDS) on housing subsidy system.

- Capure apgplication forms on Housing Subsitly System:

- Verify and view agplicatipn stiins on HSS:

- Print property status.

Process the endozsement of Presemptive rights en the deeds of grints Foe low cost
housing.

- Complete application foans for deed of sale with benelciaries;

- Submit fomas to the Municipatities for signature,

Process the valiration of non-guadificd tenants! beneliciaries,

- Check reasans on HES for non-qualified tenants:

- Consolidaic and submit lists of qualitied kegal [ty For Seevice Provider for new
registration and canceliation of charge bonds:

- Comsolidate and submit lists of not-qualified [egal tenants for Service Provider to valuale
propertiss.

Process registeation and endorsesent of low-cost isusing,

- Physical Verification of kegal Tenants;

- Conduct Decd Search o check status of the properiics:

- Complie list of legal Tenamy;

- Completion of registeation foms,

DEBTORS CONTROL MANAGEMENT BIVISION:

Facilitate devalution of properivs through EEDBS and POP {Phasing (ut Programme) o
lzgat tenants and mumictpatities.

Facilitate debtors” accounts,

Favifivte payments of mics and taxes.

Facilitate the record keeping of decounts.

Facilitate the determination of selling price of propurtics.

LEASE AGREEMENT AND SALL

identification of properties for lease and disposal.

Compilation of relevant registers e.p. Residential and Comumereial

Facilitaie valuation process for rental purposes.

Update and siga lzase agreements with tenants.

Fachlitate mainterance of departmental properties e.g. Residentinl and Commercial

ki

. Commitnity
Brevelopmenr
Programme

CaGHSTAIZO143)

Three year qualification in
Public Administeation/ Pubdic
Management oran eyuivakent
tualification

Provide administrtive support 1o District Coordinaor with e gard to consolidation of
mmithly and quarterly reports.

Leave management,

Payrolk masagement,

Manageinent of PMDS instrhments,

ol
[

. Research
Poticy
and
Legrisktion

CoGHSTA2D /32

“Three year National Diploma
fBegree in Public
Managemeat! Adminstraton

Experience in mscarch and
policy ecordination will ba
an added advaltage.

Asaist 1o plan, facilitaoe and integrate research activities.
Analyse deparmental policics as per request.

Support municipalitics on policy development,

Condugt policy awareness programmes,

[
s

. Performance
Menitoring,
il
Evaluaticn

CoGHSTA/IN14/33

Degreef Diploma ia Pubhc
Admintstration ot Human
Resourge Management

Monitor ant co-ordinate the implementation of e Municipal PMS:
Collect and caprure Section 46 Municipal Reports;

Cotlect and update perfonmance agreements rports;

Co-ondinne the pacticipation of Provineial and District forums;

Support Municipalities on developing: implementation and monitoring their perfomianee
IMAMIEEIIICNE 5¥RITS,

=

3. Traditiomal

Adfaics

ColGHSTA/ 2014830}
TA

Three year gqualification in
Social Science, Bachelor of
Aty in Anthoopology/
Bachelor of Ans

Public adininistration

Three year Biplomid Degree
in Public Administration

ANTHROPOLOGY
Compilation of genealogy and hisiorical background of tradirional {eaders.

Attending the preparatory wmeetings for the inswllations and funcrals of traditional
leaders

Harmanized the relation with membecs of the royal family.

Minute the proceedings of the meetings

[aform the disiricts about the approval of the dates of instaltation or Ameral

Keep profile for gach teaditional leaders

‘Training of traditional leaders on Limpopo Traditional leatlership and Instiutions Act.

INSTUTUTIONAL SUPPORT

Receive; check financial monthiy and quarterly returns.

Check monthly salary subsidies requisition.

Enteting of agproved figures in the deaft astimates and distrbution of approved estinages
to Tradidonnl Coungils,

Distribution of correspondences amd cireadars 1o Districts. Traditional Councils,
Drepactimewes eie,




Maintain delivery regisker,

Anangenient of accommodation for meetings and workshops,
Provide secretadal services.

Processiirg Initiabion School Permits and distribution theweol,

Revetve weekly report for Initiation Schools from Districts and subit 1o bigher aulbority.

Balance monthly log sheets and subimit to transport section.

or Certiticate in rebevant
fictd.

Theee year Diplama/Degree:
Hunan Resource
Manageread Public
Managemendd Aditinistrion

35. Human CoGHSTAZG14/35/ | Three year National PROJECT MANAGEMENT

Sertlzrment HSD Diptema/Degree in Building Manage and monitor the implemeniation of human seitlement development,
Developmient Science, Architeciure, Civil Mamage amd coordinare the implenientation of emergency housing.

Region A Engincering, Glaatity Survey

dManage and coordinate e implementation of transitional hassing programme,
Manage aml coordinate the implomentatian of famm worker housing progran,
Render and provide technical advises to management. Municipalitios atd other
stakuholders on Bousing and infrastructure development,

Facilitate the process of payment of claims and certitivates,

Attentling mectings and project administcation.

ADMINISTRATION

General adorinistration of the office:

Arrange bookings for pecommoedation and meals;
Distributing incoming amd outgoing correspondence
Arrangements of SBU mectings:

Management of wiephone inguiry:

Typing of minutes and reporis;

Consolidation of reports:

Monitor budget of the office;

Manage the office diary:

bianage the commitment register of the SBU.
Provide secretrial support.

The interns will be paid a monthly stipend for o fxed contract of £2 months as follows:

Interns in possession of a thiee year diploma/degree; a four year degree (honours) Master's Degree and doctorate - R4 33370

taterns in possession of a two year gualification (MQF Level 33 - R 3 60903

The Following documents should bre ntinched:

b, Duetailed Curriculum Vitae, 2. Certifted copies of the identity document, 3. Certificd copies of qualilications, 3. Proot of Limpopo resicdency tiwough:
(&) Origtnal copy of Municipal raies and tax stalements or () Signed and stamped fetter by the rraditional Authority,

Phease Note:

et [od =

internship placement.

Confirmation fram SANCO or CIVIC association witl not be considered as a prool of restdence.
Those graduates who have already completed an intemship programme in any government instilution are nat atlowed to apply.
Successtul applicants will be paid their monthly stipend based on the minimum quahilication which was atiached when they were applying tor the

DEPARTMENT

Cooperative Governance, Hinnan Scitiewmceat and Traditional AfGics

PEIYSICAL ADDRESS

28 Market Street

POSTAL ADRESS Vrivate Bag X 9485
POLOKWANE
0699

CONTACT PERSON

s Thetedi EM (3E3) 294 2003, Ms Nkuna JK (015) 294 2004, Ms Ndlova AN (013) 294 2288, Ms Matjes
A (015) 294 2202, Ms Mantltinkga MJ (013) 294 2122, Mp Nkumbuta VIV (015) 294 2287

GENERAL ENQUIRIES

M Tjute KM (1135) 294 2018

CLOSING DATES

31 Decemmber 2014

[f you do not receive any response [rom us within 3 months after the ¢losing date, you may regard your application as unstecessful.




