


KZN PublicWorks Head Office

Human Resource Management
Private Bag X9142
Pietermaritzburg

Department of Public Works 3200

Tel: 033 8976372

PROVINCE OF KWAZULU-NATAL Fax: 086 5434 765

Eng: Mrs Scheffers
Ref: S4/2

POSTS : ACCOUNTING CLERK : EXPENDITURE CONTROL (3 POSTS)

SALARY : R73 584
LEVEL : 04

REF. NO : HO 02/2010

CENTRE : HEAD OFFICE, PIETERMARITZBURG

REQUIREMENTS :

SKILLS AND KNOWLEDGE :

KEY PERFORMANCE AREAS :

ENQUIRIES :

CLOSING DATE :

*A Grade 12 certificate with Accounting and Mathematics as
passed subjects plus 1 year administrative experience.
*Computer Literacy (MS Word, MS Excel)

*Basic knowledge of the PFMA and Treasury Regulations.
*Good communication skills. *Drivers licence

*Compilation of documents, safekeeping, record keeping and
distribution of information.

*Capturing on Basic Accounting System (BAS)

*Processing of payments

*Execute various administrative functions e.g. controlling of
incoming and outgoing mail, photocopying, posting of invoices
and statements, filing, etc.

*Attend to Client queries

Mr M.W. Zungu (033) 355 5566

26 March 2010

THE PROVINCIAL ADMINISTRATION OF KWAZULU NATAL IS AN EQUAL OPPORTUNITY,
AFFIRMATIVE ACTION EMPLOYER
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